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Every essential typing feature 


is engineered into the 


Smith-Corona “HIGHTY-EIGHT” SECRETARIAL 


The Smith-Corona “Eighty-Eight” 


office typewriter pive effortless 
speed, smootn responsive action 


and a feather-light touch 
Its advanced engineering and 

design give you many invaluable 
typing feature the 88-character 
Color-speed Keyboard, Instant-Set 
Marvins and amazing Page Gage 


t} + 


n Lake Se s ; work out 


if page-end typing. Phone today for 

a revealing ten minute demonstration 

See the Smith-Corona 88 Carbon-Ribbon, the all new 
imith-Corona Electric and new Carbon-Ribbon Electric 


MITH-CORC 
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maybe your business * 


‘ire can’t burn any of the 


records in this office 


ALL ARE PROTECTED BY UNDERWRITERS LABELS 


You are looking here at no ordinary office 
scene. The difference is a new means of record 
keeping — fire protection for all records right 
where they are used. 

This modern “time-engineered” equipment 
not only gives fire protection during working 
hours when most fires (55%) occur, it pays 
for itself by saving time and space. 

Shaw-Walker makes 46 different types of 
this time-saving, fireproof equipment — in 
them your records will always be ready for 
instant use, even after a fire. You can’t afford 
to gamble —57% of the businesses who lose 
records in fires never fully recover. 

I 


FREE to Office and Purchasing Executives: 
The new, 292-page Office Guide con- 
taining hundreds of ideas on hou 
to ease and shorten office work 
Write Shaw-Walker, Muskegon 6, 
Michigan, on business letterhead. 


For 
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EACH DRAWER A SAFE! 
Fire-File, with 
cut away shows 
steel-walled, 
forced fire 
all sia 


drawer 


corne 
Thich 
teel-r n- 
insulation o7 
sides of each 
Vault-like 
front 


nter- 


locking drawer 


Correspondence, Paid Invoices 
Accounts Receivable 

Inventory Control 

Unshipped Orders, Bills of Lading 
Checks, Cash, Collection Sheets 
Customer Card List 
Payroll Records 

Paid Accounts, Voucher Check: 


Accounts Payable 


1 
2 
3 
4 
5 
6. 
7 
8 
9 
10 


. Current Work, Reports, Contracts 


vr” QGHAW-WALKER 





Largest Exclusive Makers of Office Furniture 
and Filing Equipment in the World 
Executive Offices at Muskeqon, Michigan 
Branches, Dealers in All Principal Cities 
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Record Keeping 
Papers 
and Index Cards 


Having the right paper can materially 


Increase accuracy and Save hours of 
clerical costs. The 24-page free booklet 
illustrated above may help you these 
ways 

1. Decide how long your records and 
documents should be ke pt 2. Find out 
what grade or quality ot paper 1s 
required for the use you give it. 3. Buy 
record keeping yaper and card stock 
most economically. 4. Use “color con- 
trol” to increase accuracy in keeping 
your records 

Sending for this free booklet nou 
may save you hundreds of hours of 
clerical time. No cost or obligation. 


Make your records 


and keep your 


records easily” 


SAYS 
KING 
COTTON 








PARSONS MECHANO FORM 
Ledger and Index-Bristol 
Made with New Cotton Fibers 


In economical Mechano Form you can get 
paper or card as tough or stiff as you need 
it, and practically any shape or size with- 
out waste. It’s made to match the needs of 
both machine and hand _ bookkee png 
Mechano Form will not “dog-ear” at corn 
ers disc olor Or roughen from erasure, and 
ink will not “run” on its fibers. Ask your 
printer or paper merchant. 








PARSONS PAPER 


COMPANY 
More than 100 Years at Holyoke, Massachusetts 


{) PPC 1955 


Name 


Organization 
w Company 


PARSONS PAPER COMPANY, DEPT. 


145, HoLYoKE, Mass 
Please mail me, without cost or obligation, your booklet, “How to Get 
What You Ne« d in Re ord Kee ping Pape rs and Index Cards 


lease Print) 
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When Your Vital Records Burn, Where’s Your Business”? 
Don’t Let the Word “Efficiency” Scare You 
Camera! SMa tv aaa ana a Ga 


New Books es 


A Recruitment Technique That Works! .............. T. A. Duckworth 
8th International Systems Meeting in Detroit, October 10-12 
Colgate-Palmolive’s New Accounting Offices in Kentucky 
Annual! Convention of Independent Forms Distributors 
Our Amazing Language of Numbers ................. 
NSOEA 5i1st Annual Convention in Chicago, October 1-5 
How a Bank Keeps Complete Personnel Records 

Using the Investigative Agency Frederick W. Myers 
Automatic Calculator on Payroll Saves $2800 in Six Months George McVay 
New Products ‘ Boe a ; 
Duplicator Saves 20 Hours Weekly Sah nie vila aa SE 05 

Temco Employees Invented Their Own Time Compute: 


Roy Hopkin 


National Conference & Exhibit Calendar 
News of the Industry 
As We See It 
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TWO WAYS TO GET FASTER FIGURES 


These work-saving, time-saving office machines 


simplify work and speed results 























< = elec} -7-%— 
: p00 DE The all-new, all-electric Calculating-Adding Machine 
a 
¥ vo e Ww 
rhe Figures faster than you think. Adds, subtracts, 
multiplies and even divides. Unusually quiet, super 
fast at 202 printings per minute. Visi-Balance Win- 
dow automatically shows debit or credit balance 
Compact keyboard eliminates lost motion 
ae = = - 
<>, 
The world-famous Adding-Calculating Machine auf 
ee 
Floating touch for faster work. Direct-action for oe @ 
Ve J 


instant answers. Three-way control protects ac 
curacy—signals the operator by sight, sound, 
touch. Electric and non-electric models. For a 
demonstration look up the Comptometer® rep j v2 
resentative in Yellow Pages or mail the coupon. 


reit TADDA) 
FELT & TARRANT manuracturinc company 
Gontiomen: Witheat cost or ebliastion 1715 N. Paulina St., Chicago 22, Ill. 


want more informatior 


P r 
Please arrange an office demonstrat ; “et 
Please arrange for a free office tra ‘ 
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The COMPTOMETER® TATION MACHINE is als & Tarrant Mts 


1 throughout the w 
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National Board of Fire [ 


There will be some 65,000 business fires this year. 


When Your 
Vital Records Burn, 


Where's Your Business? 


[IRE PREVENTION 


(October 9-15) 1s a rant rh 
ask vourself, “Wher would om 
company be if a fire broke out ino 
ollie 7 Kireproot HDulldinyg i ) ! 
a f] 


tection against the loss © 
records. The buildings 
nut their contents otter 
Husiness is worth no more 
it’s written on 
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at all V his 
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to a Crisp Removing youl files to al the subject Record losses seldom make 
nsu ated vault at the close of every news even in the business press, a Tact 
orking da by no means a guaral hich tends to lull many businessmet 
tee ol et Neal halt of all busi nto a talse sense of security. Those who 
ess and i trl; fires oecur in. the ave suffered reeord losses are ofte! 
daytime, en thie MOords are int al ous to minimize the extent of the 
NO val comp yin the world wi calamity, lest it imply careless Manag 
pay promptly and Tully for damage that ment on their. part The real tacts on 
cannot be proved A vreat deal ot the otlice fires like the tacts on alcoholism 
damage i ‘anv serious business fire can or mental illness—are too often shrouded 
be proved only by reeord How would veneralities and wishful thinking 
ou sf uur asset thout records t No executive can afford to blind him 
elp ( 4 elf to the tact that fire is his company’s 
According to Walter H. Ward, pre orst enemy Ile must realize his re 
aent, Sale Manufacturers’ Nationa sponsibility ; he must be aware that the 
Assn., and sales manager for insulated perils of fire are present 24 hours a day 
equipment at the Remington Rand Divi and 365 days a year His re sponsibi 
on of Sperry Rand Corp., New York, ty does not end with making sure that 
13% of all compames who lose thei all conceivable precautions against the 
recoras l i fire yo out ol HNusimess outbreak of | fire nave been taken. ae 
An additional 17% are unable to issue hould make sure that all his vital ree 
finanen tatements. Of the remaining ords are protected by being housed in 
10%, ve escape without either a re adequate nsulated, fire-resistant eabi 








7 What constitutes a “vital record’? 
Doth Moreover, statistics on records de The National Records Management 
Council recently defined the term as fol 
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While the records 
housed in the non- 
protected files at 


left were destroyed, 





those in the Rem- 
ington Rand safe 
and the_ insulated 
files at right were 


saved. 


“Vital records are those necessary 
to protect assets, 
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operation ot 
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sustain the equity ol 
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phrase “to 
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an order to a customer, but it was dam 
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all the evidence supporting the manutace 
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Total destruction by fire. Valuable blueprints 
as well as the non-insulated equipment they 
were housed in, are completely destroyed. 
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One meter mails letters and parcels— 


Maybe you don’t know that the same 
Pitney-Bowes postage meter provides stamps 
for both your letters and parcel post—can be 
of help to your shipping department as well as 
your office. For example, the model above 

This meter prints the amount of postage 
needed for any kind of mail directly on the 
envelope, with your own small ad if you want: 
and seals the envelope flap at the same time 

For parcel post, the postage is printed on 
special gummed tape with dated postmark 

With a postage meter, you always have the 


right stamps on hand—yet you have less 


For small offices, the low-cost DM, 


PITNEY-BOWES 
Postage 
Meter 


Offices in 94 cities 


in U.S. and Canada 


money tied up in postage! Your postage | 
always protected, and it is automatically 
accounted for on visible registers 

Moreover, metered mail and parcels need 
no cancelling in the postoffice, can often make 
earlier mail trains and planes 

The double-duty postage meter saves time, 
work and postage. Models—hand or electric 

for every business, large or small. Ask the 

nearest PB office for a demonstration. Or, mail 
coupon tor free illustrated booklet 
FREE: Handy desk or wall chart of Postal 


Rates, with parcel post map and zone finder 


—— 


PITNEY-BOWES 
3409 Paciric SI 
Please send free ostal Rate Chartto 


A 
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DASHEW can now * assist in your 


AUTOMATION REVOLUTION! 


Systems for control and identification of raw materials, work in process, 
spare parts, finished products, etc., can now be made to understand the 
common language of integrated data processing Material 
involved in manufacturing, storage, distribution, inspection ‘and classi- 
. a dite — a aon : 

fication may be positively identified % .« b% and integrated into many 


data control systems. Here are the basic tools: The DATABOSSER 


» im automatically activated by punch cards, punch or magnetic 


tapes to emboss color-coded, weather & chemical resistant, self-writing 
DASHAPLATES [J with fixed & variable data at the rate of up 
Y 6000 per hour and can simultaneously thread & loop tying wires 


en ? ink tops of characters for more rapid reading, emboss 


sequence numbers & notch for sorting & coding  } 
The DATAWRITER “D> go in one stroke transcribes all data 


from DASHAPLATES (attached to materials) on cards or carbon sets 


for many systems applications. The DASHAPRINTER QM ises 
DASHAPLATES to print directly on boxes, materials, etc. The DASHA- 
WRITER pez , Aa uses weather & chemical resistant, erasable fluid 
for manual sities of added data on DASHAPLATES. The DASHEW- 
DAVIDSON puPLICATOR MD fF pre-prints the DASHAPLATES 
with forms, instructions, photographs, etc. Systems applications of these 
basic tools are almost infinite where management is confronted with 
control & identification of materiel & personnel. Revolutionary Dashew 
machines and systems-engineering concepts #r+ offer economical 
and highly efficient solutions to many problema. Write for further 
information to DASHEW BUSINESS MACHINES, INC., 
9886-S Smiley Drive, Culver City, California. Many systems & products 
developed with Dashew’s own resources for military forces and supporting industries 


are now released to business and industry. 
For More Information Circle No. 14 





Loss of cash reserve resulting from 


repairs for fire damage. 

competitive 
brought about by curtailment of activity 
in research and development activity 


which now must be spent on rebuilding 


Loss or! position 


and production changeovers. 


5. Loss to the community through de 
crease in trade as a result of reduced 
workers living there; some 
times even increased tax burdens because 
property 


trom tax 


earnings of 


fire is removed 


that it is 


damaged by 
rolls to the extent 
not covered by Insurance, 

No firm can afford a fire and no one 
can afford to work for a firm that 
to provide adequate fire protection. 

Large fires 
over $250,000 damage) 
The National Fire Protection 
Assn. in 1954 reeorded 54 such fires, 
with a toll of 9 lives lost, 149 injuries 
and $23 million worth ot property dam 
aged or destroyed. Comparable figures 
for 1953 showed 29 of these 
ing 10 lives and $12 million in property. 

In 1954, 72% 
nated 
This often 
which is 
oft serious fires. 
Board ot 
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ot the large fires ong 


when the firms were not open. 


means delay in discovery, 


one of the outstanding causes 
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1. Consult your local fire department 
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under which a fire may burn and smolde1 
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automatic fire 


ing with an automatic sprinkler system 
On the other hand, 
decreased for the 


home fires have 


~ eond year il 


SUCCES 


Records of estates in probate valued in excess 
of $2 million were preserved in Shaw-Walker 
Fire-Files in the office of Probate Judge 
Hamlin when a seven-hour fire leveled the 
County Court House at Manistee, Mich. Rec 
ords in non-insulated files were lost. The new 
Court House now uses more than 30 insulated 


files 
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Of 12 businesses destroyed in a nine-hour fire 
in the Highland Shopping Center, St. Paul 
Minn only one emerged with its records in 
tact. Accounts receivable and inventory rec pren 
ords of Highland Drug Center were as good prope 
as new in a Shaw-Walker Fire-File accounting Control, 
machine desk fav ll 
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,OVCTAPHONE O DICTABEIT RECORD As, 


Heres the secret 


2 , 
of the world’s ‘ t famecaim orkeavt 
) , most timesaving, worksaving, money- 


saving dictating machine ce —the Dictaphone 
TIME-MASTER. This secret is the Dictabelt Record. VS 


It’s crystal clear, unbreakable, mailable, post card size, filable 


. 9 ° ° ay's ; 
—and it records an average day’s dictation 452 for just a 


few pennies. Write. for Dictaphone's illustrated booklet - 


“Communication.” We'll send you a free Dictabelt, too. 


DICTAPHONE Corporation, 
420 Lexington Ave., New York 17, N. Y. 


For More Information Circle No. 126 


Tak Orrvice— October, 1955 











500 


SHEETS 


Ora 


CARLOAD 


HERE'S A PARTIAL 
LIST OF TRIAD 
DISTRIBUTORS 

AT YOUR SERVICE 


ALABAMA 
THE PARTIN PAPER CO., Mobile 


CAPITAL PAPER CO., Tallahassee 
CENTRAL PAPER CO., Orlando 
EVERGLADE PAPER CO., Miami 
JACKSONVILLE PAPER CO., Jacksonville 
THE TAMPA PAPER CO., Tampa 
GEORGIA 
ATLANTIC PAPER CO., Savannah 
MACON PAPER CO., Macon 
ILLINOIS 
ATWOOD PAPER CO., Chicago 
EXCEL PAPER CO., Chicago 
PLYMOUTH PAPER & ENY. CO., Chicago 


KANSAS 
WYCO PAPER CO., Kansas City 
KENTUCKY 
THE KRAEMER PAPER CO., Lovisville 
MARYLAND 
THE PAPER SUPPLY CO., Baltimore 
MASSACHUSETTS 
SCHOOL-CRAFTERS, INC., North Adams 
MAINCO TRADING CO., Canton 


MICHIGAN 
SERVICE OFFICE SUP. CO., Detroit 


NEBRASKA 

RADER OFFICE EQUIP. CO., Omaha 
NEW JERSEY 

THE MERLING PAPER CO., Newark 


NEW YORK 
ASHLEY PAPERS, promis 
BERMAN PAPER CORP... New York City 
CAPSTONE PAPER CO., Hicksville 
EATON OFFICE SUPPLY CO., Buffalo 
FINE PAPERS, INC., Rochester 
LELAND PAPER CO., Giens Falls 
QUEEN CITY PAPER CO., Elmira 
W. HH, SMITH PAPER CORP., Albany 
NORTH CAROLINA 
THE CHARLOTTE PAPER CO., Charlotte 
THE RALEIGH PAPER CO., Raleigh 


OHIO 
ALLING & CORY CO., Cleveland 
HERRLINGER PAPER CO., Cincinnati 
PENNSYLVANIA 
ELM PAPER CO., Scranton 
MAJESTIC STATIONERY CO., Philadelphia 
QUAKER CITY PAPER CO., Philadelphia 


RHODE ISLAND 
CENTRAL PAPER CO., Pawtucket 
SOUTH CAROLINA 
SPAPCO, Spertenburg 
TENNESSEE 
AMER. PAPER & TWINE CO., Nashville 
TEXAS 
CRAIN OFFICE SUPPLY, Abilene 
GENERAL OFFICE SUPPLY, Amarillo 


INDUSTRIAL SUPPLY, Dalles 
STANDARD OFFICE EQUIP. Fort Worth 





MIMEO & DUPLICATOR 
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ST RUAN DY 
Water-proof 





















WRAPPED 


PAPER 


MADE TO ORDER FOR 
DIFFICULT ASSIGNMENTS 


Order TRIAD mimeo or duplicator paper for 
your next bulletin, mailing piece or office 
form. 











Whatever the assignment, you can bet on 
TRIAD to produce trouble-free duplicating... 
where each letter must be sharp and clear, 
no smeared copies, minimum of lint, no 
double feeding and where each copy must 
be bright, clean and clear. You can ask for 
these qualities in duplicating papers and get 
them only when you insist on TRIAD... 
the nation’s number one mimeo and dupli- 
cator paper 

TRY TRIAD in your own machine drop 
a line to us TODAY. We'll forward a gen- 
erous supply of this wonderful paper at 
absolutely no cost or obligation to you. 


$10.00 


IF YOU CAN REMEMBER 


On Oct. 20 we will phone four readers who can 
remember the brand name TRIAD. To each of 
these four, we will mail a check for $10.00 and 
@ generous package of crisp new TRIAD. and 
cour congratulations. 


GROVETON 


PAPERS COMPANY 


GROVETON, N. H. 














Don’t Let the Word 
EFFICIENCY 
Scare You 


A. H. DORSTEWITZ 
Manager, Records Management Dept., 
Stivers Office Service, Chicago. 


Past President, 
Office Management Assn. of Chicago. 


HE word 
a sour note in many peoples’ ears. 
that Is 


“efficiency” seems to ring 


bye COUSC 


PUCSS years avo Wt 
had “efficiency 
they appeared at the office, employees 
would “close the hatches” and “run for 
shelter.” These efficiency boys were 
there to cut costs and you could be sure 
that roll.” We 
have learned since that it isn’t necessary 


experts” and, whenever 


“heads were going to 
to scare people to get efficrenes 
Efficiency must start at the top with 


the oftheers and key personnel : Supe! 
visors, department or division heads and 
They must what 


are doing and where they are going be 


managers, know they 
fore they can have an efficiently running 
organization. Management is the key to 
eficieney and good management is just 
the use of good common sense. 

Apply common sense to the office and 
you will find that 
the coordination of certain clerical facets 


of business. It 


office management is 
is the art ot vetting the 
most from people, systems, equipment, 
money, space; and an art of delegation 
and follow-through. 

Look at management and you will find 
three kinds: 


and wood, 


Poor management shows a lack of under 


poor, mediocre 
standing, weak leadership, unWIse spe nd 
funds and does not get the job 
done or at the prope! Poor 
management spreads down through the 
ranks until the future of 
tion 1s impaired and, eventually, the 
business becomes insolvent. 

Mediocre somewhat 
better and you will find some depart 
ment 


ing ot 
well time 


the organiza 


management 1S 


operate efficiently and economic 


ally. However, in other sections ther 
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‘(IPENSIWOODD’’ 


CENTER POSTS 
IMPERVIOUS TO ABUSE 


With no success at all these | 
hard to make an Impressior 


ttle men are trying 
1 t nm the 
WwooDb enter 


DENSI 
L err 1 Gest 


UNSIGHTLY MARS 
DENTS AND SPLINTERS 


Completely € liminated 


ON THE MODERN WOOD DESKS 


by the use of 


“PENSIWOOP)” 
DENSIFIED WOOD 
FURNITURE COMPONENTS 


"Providing the Durability of Steel— 
—to the Warmth and Beauty of Wood” 
“DENSIWOOD"* Knee-Space Posts Are 
Featured by Most of the ‘“Better-Known’’ 
Makes of Wood Office Desks Today — 


Such as 

LEOPOLD — IMPERIAL — ALMA 

JACKSON — JASPER — HOOSIER 
Make Sure That the Desks You Buy Are so 
Equipped. ‘Reg. | Pat, Off 

A PRODUCT OF 
Lundstrom Laboratories. Herkimer, ‘\. Y 
For More Information Circle N 224 


\7 





MAIL ROOM and COLLATING 
CATALOG 


CORBIN Mail Room and Collating Equip- 
ment reduces work motions, ends congestion, 
handles larger quantities of mail in less time. 
Used in the majority of U. S. Post Offices, 
and in leading firms, universities and insti- 
tutions. It’s the answer 

to your need for fast, 

efficient mail handling! 


SIZES AND DESIGNS 
FOR EVERY REQUIREMENT 


MAIL THIS COUPON NOW! 


| corBiN Wood Products Division, Dept. OE | 
The American Hardware Corporation 


Hornell, New York | 


Send illustrated literature and prices on | 
Corbin Mail Room and Collating Equip- 
| ment and related products. 


NAME 
| FIRM 
| city 
| STATE 


For More Informaiton Circle No. 
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such poor direction that a bad ce 
partment offsets a good one, and the 
overall picture 1s that OL Just breaking 
CVen, 

Most every ollice can use new turn 
ture, machines, systems, lighting, deco 
rating, or maybe more personnel, But 
with our budget, some of these, even 
though they be sorely needed, cannot be 
come a reality. Funds are being dissi- 
pated wastefully and inefficiently. Per 
haps a little more efficiency in our daily 
operations would permit us to buy that 
machine, or install new hievhts, or pur- 
chase additional equipment, which would 
permit us to operate more smoothly and 
economically This may be the one step 
hetween mediocre management and good 
management 

The sales or promotional departments 
may be doubling their efforts for in 
creased revenue and the office manager 
may be spending the increase as fast 

they bring it in. His efforts should 
he directed toward greater effie lency at 

minimum cost. He is just as much a 
producer of profits as a salesman writing 
an orde! 

Good management does not just hap 
pen There are many components that 
must be blended to have a smoothly 
machine Most 


among the tunetior ot good manage 


running 


lnportant 


ment are: staffing, organizing, planning, 


directing, coordinating, controlling. Let’s 
review these tunctions with an eve tor 
eiheiency. 

You must first employ those with the 
abilitv, or at least the potential, to per 
form their duties. Be sure you are using 
the proper number of employees. 
poorly staffed, short-handed offices 
never reach its goal because of 
plovees’ inabilitv. and bheeause§ ot 
strain of overloads An overstatfed ot 


fice will reek with la wastetulness 


and general metherene 


Know The eorrect 


needed, then make every etfort to em 


linite! al peopl 
ploy only those best qualified for the 


jobs. Atter you have mploved them, 


handle them with eare Thev are humat 
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Now ‘in 


Since my boss got a Contoura*- 
Constat*, I can copy anything, _ 
anywhere. As easy to carry as a ‘ 
briefcase, making copies easier 

than taking snapshots. VIP’s 

used to take hours digesting 

articles, reports, etc. Now they 

send me to make complete copies 

in a few seconds. 


Every business can use this 
truly portable photocopier or 
have me take over such jobs as 
—title searching, copying adver- 
tising layouts, technical report- 
ing, researching, etc. Copying 
book pages especially easy. 
Copies are photo-exact, inexpen- 
sive to make. 




















F. G. LUDWIG, INC. sOOTH 228 


792 Coulter Street National 


Business Show 


OLD SAYBROOK, Connecticut October 24-28 
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Let's Tall 


A manufacturer has three subsidiary plants in different locations, each 


of which purchases a great number of materials for production. There 


was need for an integrated accounting procedure covering the purchas- 


ing cycle which would guarantee control, accuracy, and efficiency with 


proper liaison between the home office and the subsidiaries. 


A Moore 


system was installed which centralizes purchasing control in the home 


office and permits each plant to control its own accounting functions. 





The System 


Five diflerent operations integrated in 
one over-all system give the manufac- 
turer efficiency and control in manag- 
ing purchases. These are the five 


operations: 


1. Stores Department Operation 
The department requisitions and dis- 
tributes stockroom items: schedules 
delivery and use: transmits requisi- 
tions to Purchasing. A 3-part Moore 


Manifold book form is used. Part ] 








The Moore book form simplifies requisitioning 


posts to a Kardex inventory control. 
Part 2 is kept in a numerical file: part 
3 authorizes withdrawal of items. 


2. Purchasing requisitions <A 4- 
part Moore Manifold book form is 
used by Stores to requisition inventory 
that is low. Part 1 goes to Home Office 


Purchasing. Part 2 is kept in a numer- 
ical file of the plant's Purchasing 
Dept.; part 3 stays in a numerical file. 
The requisitioner holds part 4. 


3. Purchase Orders The Home Of- 
fice Purchasing Dept. uses a 10-part 
top-stub Moore Speediset form. Parts 
| and 2. and parts 6 through 9 are also 
connected by a bottom stub. 


Parts 1 and 2 (bottom-stub Speedi- 
set) are sent to the vendor. part 2 being 
returned as acknowledgment. Purchas- 
ing holds 3 in the file. 4 stays in a 
Vendor file and is matched later to 
vendor's invoice. receiving report, ete, 
Part 5 goes back to Stores for its file. 
Parts 6, 7, 8, 9 (bottom-stub Speedi- 
set) is the Receiving Report with price 
columns blocked out. Part 10 is sent 
to the department that requisitioned as 
check against error. 


1. Receiving Report This is made 
up. as stated before. of parts 6 through 
9 of the Purchase order. After mer- 
chandise is received, the Receiving 
clerk distributes parts thus: part 6 to 
Purchasing to approve vendor invoice: 
7 to the requisitioner as notification: 8 
stays in the Receiving file. Stores uses 
part 9 to post to Kardex. It is then 
forwarded with copy of invoice to 
Ace ounting for expense and cost- 
distribution. 





>. Accounting and Inventory tries. If you would like a closer look 

records Invoices sent by vendor are at this well-engineered system. write 

matched with parts 4 and 6 of the Pur- Moore for System Survey No. 3322 

chase order. They are used to process 19-63. Or fill out and mail the coupon 
to the Moore office nearest you. 








HANDY WAY TO DO IT 


The book form, a Moore first, 
can be used in any business, 
The 10-part any operation—wherever hand- 
Meare Speodiest written forms are desirable. It 
payments and to give account distri- gives origina! records. Moore 
bution control. A Kardex in Stores constructs Sook forms in a 

great many ways to suit varying 
needs. Convenient, inexpensive 





furnishes positive control for all items 
issued or rec eived. 


Savings and Gains 


Moore's multi-part speed stationery 


Moore Business Forms, Inc., Dept. O 
has eliminated entry duplication. Niagara Falls, N.Y 

There are minimum writings to con- Denton, Tex 

trol purchasing. receiving. accounting Emeryville, Calif 

and inventory. Careful form design 

Please send rie Moore Ssvstem 


Survey No. 3322-19-63 


and the right distribution have given 
control of purchases and inventory. 
Receiving record is a by-product of the 
Purchase order, eliminating one form 
Other economies are: simplified match- 
ing. scheduling of shipment arrivals. 
better control at the receiving dock. 
Carbon handling and form jogging are 
eliminated by the Moore Speediset 
construction, allowing subsequent en- 
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« , JOLSON — 


The first and only 10-Key Electric Adding Machine with 
AUTOMATIC POSITIVE & NEGATIVE MULTIPLICATION! 





sub-totals, totals and clears. 


where it belongs. [OGM00 save operating time. 
@ Speed: 200 figures per minute. @ Ten year guarantee on all parts. 
SUPER DIAL” does the job of a calculator . . . vet it is 
e sold at the price of an adding machine. * 
. DEALERS ° 
Some franchised territories for the entire line of 
e EVEREST Office Machines still available. 


aa 

* 

@ Variable decimal point prints @ Double and Triple cypher keys e 
« 
* 


* 
os 
a 
e 
a ;, ' 

No more groping for different keys — one Main Motor Bar adds, subtracts, 

2 

a 

& 

e 


® Write for information and literature. 


e ALMA OFFICE MACHINES CORP. & 
& : rae 
Nationa! Distributors e Sit tent te 


* 
See us ot the New @ 440 Fourth Avenue, New York 16, N.Y. @ * Standard Everest 


York Business gS e MUrray Hill 4-4364 « Typewriter 92 and 
Show October 24- the portable Ever- 


28, 1955. Se eee? est K2. 
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beings. They react to recognition, fair 
ness and all aspects ot good leadership. 
You must gain their confidence and, to 
you must and cordial; 
and 


impressions are last 


do SO, be sincere 


what the rules what 
Kirst 
ing. You can build enthusiasm, loyalty 
and productivity; or lay a 
for bad habits 


down initiative and morale. 


expla are, 


you { x pect. 


foundation 
and attitudes, and tear 
The most important part of your office 
Choose Spar 


adequately, and then vorl 


is people them 


ingly but 


WIS ly 9 


with them. One ot the best measuring 
“Would I « 


»”? 


sticks for personnel 1s 


joy having them visit my home 


this and, ol 


Vou! 


meet 


the \ 


requirement 
course, have met the standards ot 
job requirements, you have good em 
Treat them in the 


wish te he 


plovees same manner 
treated Pay them 
quality of pertor 


Underpaid personne! 


ini keeping with the 
nance you expect, 


heent 


are disgruntled and ine 
Organization is 


thing we do. We 


f” and the 


necessary nm ever 


must know where we 


are gvoln best wav to get there 


Here is a fully automatic 

high speed machine. It will toke 

post cards, insertion cards and all sizes 
of envelopes, brochures, pamphlets, light 
weight booklets, magazines, tabloids and 
flyers, accurately and quickly. Let us an 
alyze your labeling methods and show you 
how CHESHIRE equipment can help you 


Each department must have a leader 
and each employee must know that he 
Employees cannot take 
orders from several people without be 
The Good Book 
“No man can serve two masters ” 

There 


ods, systems and standards 


has one boss. 


coming contused Says, 


must be well met! 
that the 
most efficient procedures are used. To 
day we have and 


work simplification methods, 


OTYAN Lcd 


time motion studies 
flow chart 
ing, employm«e nt tests, and organization 
charts. All thes 
Into play tor a well-organized operation 


tools must he brought 


Investigate the latest in machinery and 
equipment to be sure vou are using the 
best tools tor your operation 

Every 
He must 
includes 


person must have a job to do 


know what his area of worl 


and that his 
within that area. <A 


eration will de 


assignments tall 
well organized op 
velop people in the pal 
utilize to the 


and 


ticular and 
fullest skills, 
interests of each individual 

There 


hose in supervisory or managerial posi 


assignments 


degree the ambitior 


must be de levation ot authority 


. Roll strip labels 


2. Continuous pack form labels 


. Addressograph electronic facsimile tape labels 


4. 1BM Type 407 tape labels 
5. Tip on or fully apply Government 
stamps or premium stamps 








CHESHIRE MAILING MACHINES, inc. 1644 5. Honore st.+cHicaco 22, 1LLINOIS 
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Prevent Eyestrain 


Increase office efficiency 


M o d el 5223-5200 
Affords wide swing 
over typewriter and 
desk Also adjusts 
vertically 


EMERALITE 


DAYLITE LAMPS 


Emeralite lamps have a special Daylite sereen 
that filters the light, giving it the pure white, 
glareless quality of natural daylight In this 
perfect light, eyes see more clearly, can work 
longer, more accuratels with less strain and 
fatigue Moreover, Emeralite lamps place the 
light where it is needed—on the working area 
where general illumination is often insufficient 

In many models for desks and business 


machines At leading dealers 


EMERALITE COMPANY, INC., Dept. M-1 
40 Warren St., New York 7, N. Y 


Model 5437-D 
Arm swings 
Height adjusts 


~ 


Write us for 
new catalog 
Visit our 
Showroom 
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to make 
respect 


ure respol 


Proper levaty will speed pro 


m and develop initiative and leade 
But leva | niv the first 
management! Follow 

second halt You cai 
f management does 
issignments made, 

he a slow decay 

now the prine! 

if you do not 

te vou! owl 

pect ay a prac 

operatiol 

echniaque that ivolves 
nt eo accomplish | 


the problem o1 


WI 

How much wi 

Will the budget permit 

Is it necessary ? 

Atter these have all been answered, 
out the proposed plat After you 
finalized the plan, be to test 
It the plar seems to be the answer 

» your problem, put it into effect. 

Make certain you sell your plan to 

those employees who will perform the 
duties. If you don’t, you will not have 
everyone pulling together. Put them i 
the boat vith vou and they'll not bore 
holes om it later. Never Say, “This is 


what we are going do, without e) 


plaining why and whi t will aeeom 

plish Let them take pa nm the planning 

and they will ak ‘ nterest in th 

results 

Onee the plan has been installed 

follow it. hut he hat you have 

left enough fle lity bor progressive 
arise through 
Good manage 
ng tor tl 


i stand still 


does, il] 1 dow! vrade, 
your work, then work your plan 
Planning encompasses the whole field 


ing what vou want people to 
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~ Atlantic Paper 


The profit you take out of your business depends upon the paper you put into 


business. That’s why more and more users of paper are coming to depend on Atlantic Paper 


for their biggest “profit” jobs —they’ve found that Atlantic is unsurpassed in runability 


Atlantic's greater, measurable bulk means smoother running...less make-ready 
time. What's more, Atlant 


is moisture-controlled to assure dimensional stability 


for accurate register on every run. Above all, every Atlantic sheet has the uniformity require 


A 
for color, cleanliness and affinity for ink. No wonder Atlanti 


is called “The Printers’ Paper 
There is an Atlantic Paper exactly suited to your printing requirement one 


may lead you to bigger profits. Why not contact your Atlantic merct 


today and find o 


ATLANTIC BOND 
ATLANTIC OUPLICATOR 
ATLANTIC miIMEO 
ATLANTIC OFFSET 


MANIFEST BOND 
Products of Eastern Corporation + Mills in Bangor and Lincoln, Maine 
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Dipl FINDER 


A New Filing Concept Giving You A 
Unique Combination of Advantages: 


The proven space-saving, speed and economy of open-shelf filing. 
Record protection from dust, dirt and fire equal to that of drawer files. 
Pull-out work shelves for file maintenance and notations. 














‘GR - Mee eae j 


Photo at upper left shows Space Finder No. 1200 with doors closed. Center left photo 
shows girl using door as posting shelf. Space Finder at right has all doors open for 
active filing use. (Available with or without doors.) 


For full details about Space Finder File PUNCHED CARD USERS: 
and or other new equipment for the of- Our complete line of tabulating accessory equip 
fice, write for Catalog No. 6 as well as the ment is described in catalog No. 5. Write for 
name of your local representative. your copy today 


7A Es PRODUCTS 00.-57 Post St., San Francisco 4 


More Information Circle No. 1 








accomplish. It involves the careful de- 
termination otf needs, establishment of 
objectives, outlining procedures that will 
and proper as 
signment of responsibility to individuals 


attain those objectives, 
or groups. 

Directing probably gets more people 
into trouble than any other function of 
It’s how you that 
Directions should be in writing 
whenever There is much 
room tor misinterpretation in verbal di 
When verbal orders 
sary, be sure they are given and under 
stood accurately. A verbal order 
altered by word of mouth while a writ 
ten order remains the 

To direct properly you must 


management. say it 
counts. 
possible. TOO 


rection, are neces 
may be 


Same 


about 


prope I 


talking 


what py 
the 


youl 


l. Know 
> 


you are 
Give orders to 
people. 

3. Sell the idea befor 
}. Be sure the 


5. Kollow through TO sec This 


directing 


reansonanlk 


orders are 


are carried out 


Ives 
Ly 


I 


6. Never expect i“ person to 
| 


‘ 
" 
ao | 


thing you would not Vourse 


Directing is a duty that should be 
given only to those who are qualified 
You are dealing with human beings, so 
hase your instructions on impe rsonal de 
not snap judgments or rule 
of thumb. Employees full 
confidence in you, otherwise your order 
will be accepted doubtfully and perhap 
carried Never 
vinee! 


CIsions, on 


must have 


not out. command—¢ot 


within the office is of 
prime importance. You can 
plans, have the organization and powe! 


Coordination 
make Vou! 
to direct, but these alone will not guar 
All departments, all 
must 

effort to 


antee Success, eri 


ployees and all management worl 
together in coordinated 
the goals that 
The manager’s greatest 
that he has welded his depart 
ments or divisions into a smoothly run 
ning team which will produce maximum 


results from maximum efforts 


one 


reach have been esta 


blished. 


to see 


job Is 


Coordination does not ust 


Like any team, it 


happen. 


2rood Com 


require Ss 
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“Full day’s work done 
in 10 minutes with 
Verifax Copier” 


Mr. Dighy Chandler, 
Pre sident 
Ne u 


Anninand Co., 


York, N.Y 


lt used to take a typistan 
hour and three quarters 
to retype a government 
bid Another half-hour 
was lost proofreading 
a second Four 
bids a day was tops for the fastest 
Now, with a Kodak Verifax 
this work is 
impossible as it sound In 
In less than 
on thi ne use 
$240 cost 


with girl 
typist 
Copier amount of 
done 
10 minutes 
weeks the savings 
exceeded thy 


three 
! 
alone 


3 copies made 
in | minute— 
less than 4¢ each 


al Veril ix ( opie! 
aw 


can operate 

i under fluorescent lighting 

Just one simple unit and it 

$240. Often pays for itself in one 
ionth or less. 

[lustrated folder give 

Verifiay 


details on the 


cCOpVving ne thod 


-~--—MAIL COUPON TODAY--~-==- 


Eastman Kodak Company 
Industrial Photographic Div. 
Rochester 4, N.Y. 

Send free « py 


Piarie of near-by 


For More Information Circle No. 217 





If you use a 
DIRECT PRINT 
COPY MACHINE 





yow ll gt SHARPER, 


FASTER COPIES 


when the MASTER SHEET is 
PATAPAR TRANSLUCENT PARCHMENT 


This isa 
Vegetable 
oped 
sheets 
sheer, natura 

iper fast 
violet rays. There i iffusion. T 
| pe aie! p 


] . 
copie “ari \ Ir piowing 


of Patapar 
cientifically 


for dire print 


special type 
Parchment 


aeve master 


Quality control 
tran 
> 


transm ) ot 


ed texture and 


cency assure 


result uniformly 
cleat 


satisfaction 


Parchment ha 
printing with 
. It is excellent 
pen and pencil 

or drawings 


Patapar Translucent 
a perfect 
opaque or regular inl 
for typewritten copy, 


, artist ketc he 


urface for 


entri« 


Write on your business letterhead for 
brochure of testing samples. Name of 


nearest distributor or request. 


Paterson Parchment Paper Company 
Bristol 


Sales Office 


Pennsylvania 
New York. Ch 
We oast Pla 


Sunnuva alifornia 


cago 


Headquarters for Vegetable Parchment since 1885 
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complete 
Vs prob 
d every 
I speed 
on. One 

throw 


tory 
department . , al 


sales departme! must sell whi has 


Heel produced lr petweet! ese TWO 


handle 


three 


there js thie must 


the paperworl If all 
are not coordin: Husiness cannot 
succeed profitably. Coordination 1s Tor 


head 


visor must use all the 


everybody Kacl department and 


each group supe! 


reports, records, charts, schedules and 


techniques to bring about complete CO 
ordination Cor lerence with advisory 
committees meeting at regular and ce 


rvals are a check on how in 


departments nre working 
hed to know 
department functioning 
that production 
schedules 


budget, 


Show 
; 


meets 


thin the 


min 
COSTS Aare W 


sately feel, at that moment, all is 


Should the operation change, our 


eontrol vill where the change 


po tT out 
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C : fyi ug figh re plow aud 


ok ices From coadt to aoagt | 


Write today — NN 
i for complete information o ' 
° 


TICONDEROGA 


and company 


Pencil Sales Division 228-J-10, The Joseph Dixon Crucible Company 
Jersey City 3, New Jersey 
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R.C. Allen 


Electrite 





electric keyboard 
carbon ribbon only $27Q950 


(pilus applicable taxes) 


IF YOU USE MIMEOGRAPH, MULTILITH, OZALID 
or similar duplicating equipment you know how difficult 
it is to get the right quality of typewritten copy for repro- 
duction. The new R. C. ALLEN Electrite, with exclusive 
Microflex Impression Control is engineered specifically to 
make perfect master copies... consistently sharp, uniformly 
clea . better than any manual or electric typewriter made 
lor correspondence work can produce. Write today for de- 
tails on this remarkable new machine, or call an R. GC. Allen 


dealer listed in the vellow pages of your tele phon directory. 


@ The uniform impression possible Manual where 95% of electric 


only with an electric keyboard. typewriter service complaints occur. 


@ The trouble free operation Fingertip impression control 
of manual back-spacing, adjusts machine for different 


line-spacing, tabulation and shift. duplicating methods. 


@ Electrified where 95% of The clean, sharp brilliance of 


typing actions are performed. Carbon Ribbon reproduction. 





a new machine 


to meet a growing demand 


* better 
master copies 





R.C.Allen Business Machines, Inc. 


679 Front Avenue, N.W., Grand Rapids, Michigan 


Manufacturers of adding machines, cash registers, bookkeeping 
machines and the world’s most advanced typewriters. 
For More Information Circle No. 284 





Record forms are vital to any busi- 
ness, but why pay the high cost of 
having them printed? 





Just listen to this—every single one 
of the many forms necessary in the 
manufacture and sale of our Tempo 
Duplicators and supplies, is repro- REPRODUCE THEM 
duced right here in our office. And, RIGHT IN YOUR OWN OFFICE 
at just a fraction of the cost of print- 
ing—even in our own print shop! 








Purchase Orders 


Letterheads 
You can do the same. If you use any Bid Requests 


office forms, whether in large or small ‘ewe Production Schedules 

quantities, it will pay you to investi- o Shipping Schedules 

gate Tempo's Complete Office Printing a Time Cards 

Program. e Shop Orders 
Just pin the coupon to your letterhead Sm and many others 

and drop it in the mail. Why not do it now— 

before you turn the page? 


: The economical answer to 
your Printing — 
Costs! 


502 S. Monterey Pass Rd., 
Monterey Park, Calif. 

Please send complete information on how we 
can reduce our printing costs with Tempo's Office 
Printing Program. 
COMPANY ____ 
ADDRESS ___ 








ZONE___STATE 
Established 1904 





LIKE A PRINTING PRESS IN YOUR OFFICE 


For More Information Circle No. 129 
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Photograph it...view it with the 
new MICROFILM 


Camera-Reader 


MICROFILM C-R 35 35mm. 
Combines Microfilm camera and reader in a single 
compact unit — at a saving of 


thousands of dollars 


Pre-focused — fast, easy 
Uniform 35mm. single frame size 
Compact — 14x 15% space 
Automatic indexing and counting 
Copies 1,000 pieces per hour 
Coated 50mm. reader lens 
Brilliant projection light 

High contrast 11 x 14 view screen 
Permanent protection 

Saves valuable filing space 
Legally acceptable evidence 


If it's worth filing, it's worth filming 


— mail this coupon now for full details 


Dealers! U. S. Microfilm Company 
Your Inquiries 870 Main Street, Stamford, Connecticut 
Invited 


Please send complete information on the 
Microfilm Camera-Reader C-R 35. 


Name 


U. S. MICROFILM 
COMPANY _ 


870 Main Street Address 
Stamford, Connecticut iis 





For More Information Circle No 
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NDABLE SERVICE 


IN THE DUPLICATING FIELD 


DEPENDABILITY and PRECISION 
has been the keynote of ROSE’S succ 
research by ROSE has produced a 
of duplicating products. This basic 


by more than a quarter « 


of experience and know-how gives ROSE 


the highest reputation in the field. 


® MASTER UNITS 

® SPIRIT CARBONS 

® HECTOGRAPH CARBONS 
® SPIRIT CARBON ROLLS 


® DUPLICATING FLUID 
AND HAND CREAM 


RIBBON and CARBON MFG. CO., Inc. 
HARRISON, NEW JERSEY 





Makers of the world. ‘ar 
metallic protective coste 


CATERING TO THE REQUIREMENTS 


OF DUPLICATING SPECIALISTS ALL OVER THE WORLD 
For More Information Circle No. 170 
34 For More tnformation Circle No. 41 





COPY ANYTHING 


| TY | wy ee 2 ee 4 2 


; Turn a Dial — Get a Copy 


ey Rs 
6 


Amazing newly 

designed automatic 

copy control assures perfect 

copies every time. Just set 

the dial to the type of 

copies you want—your 

Delivered with copies are ready in seconds 
lifetime service 


aoa The Brand New ; 
@ ‘ 
¢ = ¢ -57 so easy! so fast! 
e x 
, DIN Sisins.. 
DIAL-A-MATIC 


OUT pe the 


i 
£0 Dial-A. 
; i cone ra 
“can be any color on ort 
ated On one or both sides. It caplet any 
wide any length. It's light weight for 
, + Compact to fit on the corner of 
r vied in ‘polished and satin finish stainless ae 
it “en pot aa of money and time saving uses at a 
price well within the budget of even the smallest firm. 


NO DEVELOPING NO FIXING 
NO WASHING NO DRYING 
NO TRAYS NO DARK ROOM 


AMERICAN PHOTOCOPY EQUIPMENT CO. (Dept. 0 105) 
1920 West Peterson Avenue 

Chicago 26, Illinois 

Rush me, without obligatior 

A pe Dial-A-Mati Auto-Stat copying. | und 


factual report will show me how I can increa 


ciency of n busine peed work 


Mail this 
postage paid Air Mail 
Card for 


(See other side) 
AMERICAN PHOTOCOPY 


EQUIPMENT CO 
CHICAGO 26, KL. 





ee 


HAVE YOU READ ABOUT THIS NEW 


all-purpose 
copy maker? 


The Brand New 





“ns on this a 
ps invention. When 
+ Eee this booklet, you 
c ¥ out how you can save time 
®. ing production, by 
work, by ex- 
receiving and 
other ways to increase the 

your business. 


LSS SS SD OY 


inst cass. | CLASS 


Via Air Mail 


BUSINESS REPLY CARD 
Ne postege siemp cecessery  meitled in the United Stotes 





MAIL CARD 
TODAY 
for your 


5¢ — Postage will be paid by — 


AMERICAN PHOTOCOPY EQUIPMENT CO. 


1920 W. Peterson Ave. 
Chicago 26, Ill 

















Uniquely and completely automatic, the versatile Olivetti 
Printing Calculator automatically multiplies and divides, and 
is also a fast 10-key adding machine, with automatic credit 


balance and direct subtraction. Its tape provides permanent 
printed proof of all calculations, for fast, easy auditing. 


The first printing caleulator to have a 
separate multiplication keyboard, the 
Olivetti automatically multiplies with- 
out requiring the operator to position 
the multiplicand; all mental counting is 
eliminated; fast short-cut multiplication 
is automatically used. It automatically 
divides; locating the decimal point is 
simple. Double and triple zero keys, found 
on no other printing calculator, and new 
discount key, add extra speed. Proven in 
7 years of use, the Olivetti has a lower 
cost maintenance contract than any com- 
parable machine. 25,000 are in use in the 
U.S.A., sold and serviced by branch of- 
fices and by 450 dealers, in all 48 states. 


«—For More Information Circle No. 415 





Olivetti Corporation of America 
Dept. FN, 580 Fifth Avenue 
New York 36. \. ¥ 


Gentlemen: I'd e to 
about your Printing ¢ 
makes 


automat 


know 
ileulator, that 
figure-work quick, eas ind 
Without obligating me in 


rh 


more 


any way, please let me have this in 
formation as soon as possible 

Name 

Title 

Company 

Street 


State 


City 


saeeseusesesceuseasaensenseenensees 
For More Information Circle No. 162 





REDIFIXT] 
———— 


Fou 


USINESS FORMS 


save/time...save money 


STANDARD FORMS 


INVOICES BILLS OF LADING 
PURCHASE ORDERS REPLY MESSAGES 


2? en 


102 
15 
i 


Cerbon Interleoved 
With Your imprints 


STANDARD CONTINUOUS FORMS 


FOR EVERY BUSINESS NEED 
2, 3 O8 4 PARTS 


With Your Imprints ” 


(te, /; 
eB 


REGISTERS - 


NEW, ADJUSTABLE 1955 MODELS 
All Types 
from $8.25 tht 








W-2 TAX FORMS 
WITH STATE FORM COMBINATIONS 
EXCLUSIVE REDIFIXT FEATURES 
*® One typing tokes core of ol! the work for all filing 
requirements 
® One operation snaps ovt the carbon from all copies 
© Officially approved by Federal and Stote governments 
and Prentice-Hall, inc 


QUAN 4 part | 5 part Vo 


! 
ing | © 90" 


BOOKKEEPING 
& IBM FORMS 


Custom printed and stondord 
individvol corbon interlecved 
REDIFIXT ond continvous forms 
including 18M, N.C.R. and other 
bookkeeping forms 


ALL FORMS AVAILABLE ON THE NEW N.LC.R. (NO CARBON NEEDED) PAPER 
WRITE FOR PRICES 


WRITE FOR NEW CATALOG C SHOWING STANDARD SEDIFIXT . LINE 


Consolidated Business Systems, 


For More Information Circle No. 197 
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The first truly automatic electric 
duplicator with push-button 
7] control, All you do is push the 
HERE'S button and motor and feed start 
operating, and last sheet through 
WHY. turns off both feed and motor 
eee automatically! The Conqueror 
Model 76 is the electric dupli- 
cator with unequalled features 

—at an unequalled price. 





Feed Lock-Out (arrow at right) makes 

Model 76 the ideal duplicator for systems 

and forms applications. Lock-Out permits 

single sheet feeding as it holds automatic 

feed inoperative. Push-Button motor 

switch in combination with Lock-Out gives 

you single sheet feeding and single revolu- 

tion operation with each press of push- [8 fii & 
button. Block-Out Slot (not pictured) lets [eae 5 = 
you quickly and easily mask information §& 

on master so that any portion you desire 

to block-out will not reproduce. 


Ask your Conqueror dealer to demonstrate 1821 $. Kostner Ave. 
the Model 76 or send for FREE booklet, 
"Duplicating Problems Conquered.” Chicago 23, Illinois 


For More Information Circle No. 172 
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[ pRooUCT oF 


with purchase 3M 
of this eeeee < > 


RESEARCH 


4 


LIMITED OFFER! Buy one of these 
sleek new “SCOTCH” Deluxe Desk 
Dispensers and twelve % x 1296- 
inch rolls of “SCOTCH” Cello- 
phane Tape (now at the lowest 
_— in years!). An additional 

eluxe Desk Dispenser will be 
given you FREE of extra cost! 

You'll want to order several of 

REG. U.S. PAT. OFF 


these deals—it’s your chance to 
equip every desk with these time- 
saving dispensers and ever-useful 
“SCOTCH” Cellophane Tape. Tell 


seu BRAND 
your supplier you want Deal “S 
—but you'd better act quickly ... Cellophane Ta pe 
supplies are limited! 
NOTE: If you prefer tape in the 
*4" width, ask for Deal “‘R.”’ Same 
two dispensers for the price of one! 


Company, St. Paul 6, Minn. Export Sales Office: 99 Park Ave., New York 16, N.Y. In Canada: 
P.Q. Box 757, London, Ontario 


The term “SCOTCH” is a registered trademark of Minnesota Mining and Manufacturing 3M 9 


For More information Circle No. 177 
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Hundreds of Attractive Print-Styles 


Choose any style or size from a variety machine. You will save from 50% to 75% 
of hundreds of beautiful faces, 6 pt. on your present printing or duplicating 
to 12 pt. Changes can be made in the of office forms, price and parts lists, 
middle of a line or paragraph. Both mar- booklets, house organs and practically 
gins are automatically evened and the any job which has to be reproduced. 
copy is instantly ready for the photo- The Vari-Typer is operated by office 


offset camera, stencil duplicator or litho help, in your own office. 


RALPH C, COXHEAD CORPORATION 
720 Frelinghuysen Ave.,Newark 5,N.J. 
® Please send Vari-Typer Booklet C48. 


NAME 


@ All body-copy in this ‘ad’ a iesditacars 
was composed on the VARI-TYPER. | COMPANY 


NLT 
| 
| 
| 
| 


Type for beads were photo-c omposed AODRESS.. 
on the COXHEAD-LINER, 
For More tnformation Circle No. 207 
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With one Drop leaf... model 8000 
Also available in 35/2” height 








a BO: 
iene ae the iwi? 
ec OAS AA ity, 


Aunounces the NEW.. 


8000 SERIES 
OFFICE MACHINE STANDS 


with features never before available ...Completely 
and absolutely VIBRATION-FREE heavy duty stand. 





Super strength and vibration-free performance achieved 
through rigidity never before known in office machine 
stands 


The new Tiffany 8000 Series is the ABSOLUTE ANSWER... 
THE STAND that meets ALL requirements for today’s electric 
typewriters and bookkeeping machines. Compact . occupies 
minimum office space; new “KING SIZE” drop leaves; new 
maximum capacity top adjusts quickly for all machines ... 
NEW EASE-OF-OPERATION features 


On dale at better Dealers everywhere 
TIFFANY STAND CO. 


7350 Forsyth St. Louis 5, Mo. 


For More Information Circle No. 261 
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. You can believe us when we 
say that this magnificent piece of 
equipment, precision designed 
. » « goes everywhere! This ‘‘open- 
arms policy is the direct result 
of such advanced features as a 
25 second color change and the 
ability to reproduce continuous 
tone photographs — both Roneo 
exclusives. Plus such features as 
a totally enclosed drum, com- 
pletely automatic inking with 
Roneo's Semi-Paste Ink. 


RONEO 500 pays its way wherever it goes! 


The Roneo 500 offers you the 
nearest thing to printing at 
mimeographing cost! Nothing like 
it at this price or any other price. 
For these and other Roneo fea- 











tures write for free copies of 


RONEOTRONIC Reproductions. 








| 
! 


4,75" 
SAY Th 


,, 
/ 





ADDO MACHINE COMPANY. INC 
Dept. O, 145 West 57th St a as * 8. & 
, Not , 
New York 19, N. Y GED & Not J 
Circle 5-6940 \ 


Exclusive U.S. Distributors 
Roneo Duplicators, Addo-X Machines 


For More tnformation Circle No. 167 
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PPI FIC © .£. Fuesemn CTELCI CARINETS a i ie 


No. 470 


“SECRETARY” FILE $5375 
STEEL PORTABLE FILE 


No. 854 (Letter size) 30'/,"' high $44.95 


No. 470P 
° OPL $61.25 No. 858 (Legal size) 30 high $54.95 


LELRBREA SD 
LERpibats 


_ 
- 
Pd 
— 
al 
- 
A 
- 
- 


No. 3491 
$4 {25 STEEL STORAGE CABINET $4500 


Keer 


MULTI-DRAWER CABINET 


wide 37 hig ree 1ray ) 37!/2"' high, 17°’ dees 
wide, 2/2 3! The above wit tion dia k instead of key 
; No. 49Y $54.95 

For More information Circle No. 209 


COLE STEEL-EQUIPMENT COMPANY 
285 Modi: son A ynue, New York 17, N. Y 





COLE'S Safe Type STEEL CABINETS 


Can be easily assembled in a few minutes. Built for a life- 
time! Will keep your office supplies and printed matter 
neat and orderly. Doors are equipped with a two-way 
locking device controlled by a paracentric lock. Will pay 
for itself by preventing petty pilferage. Five adjustable 
compartments. 76" high, 36" wide, 18'/2"" deep. Green or 
Cole gray baked enamel finish. 


Additional shelves available No. 76 — 
WARDROBE CABINET $5295 


; yn ole ae oe if r 37 f N aa $51.95 
COMBINATION WARDROBE and STORAGE CABINET 
No. 76C 


$62.50 


COLE'S STEEL SHELVING UNITS 


SHELVING UNITS (CLOSED) 


Bi 
& 
Z 
z 
¥ 
y 
4 
y 


eS 


SS 


24 
49 


SHELVING UNITS (OPEN) 


PRACTICAL | —<—“lw 
Add units as needed ‘a = i = — | = 
ECONOMICAL jl | 

| | | Tae 
ORNAMENTAL | Sr 
Improve appearance of ‘ | 
your office or stockroom : 


Costs less than wood bins 














IF —=s | 
One No. 7512 units Three No. 7512 units 











For More information Circle No. 209 
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THE BOSS SENT ME SHOPPING 
FOR A STAPLER TODAY! 


"| don’t want any of those I 


dainty little jobs,” he said. / 
\ “Just get me anice big, \ 
rugged stapler... that —__ // 
' can take it.” 

The clerk at the stationery store highly recom- 
mended an ARROW No. 202. He said to tell 
the boss it has rugged durability and built of 
all-steel to last a lifetime. Also, that if has a 


precision-locked mechanism that's guaranteed 
against jamming and clogging. 


P. S$. My boss liked it 
and told me | was a 
good shopper. 


Loads 210 
standard 
staples 


For myself, | bought aon ARROW he - Pe; ff NO. 105 


No. 105 Stapler. It's a little stream- v . / loads 105 
lined beauty that does 4 jobs in one.. . y standard 
It's a stapler, tacker plier and pinner all at ( ; staples 


in one. A real bargain for the money. ws °" 
A STAPLER FOR EVERY PURPOSE ...IN EVERY PRICE RANGE 


ARROW STAPLERS are recognized in modern 

offices everywhere for their OUTSTANDING 

QUALITY, REMARKABLE VERSATILITY and 

| DEPENDABLE PERFORMANCE. Investigate 

P.98 No. 1 ; : 4 Arrow Staplers yourself today. SOLD AT 
Hend Utility. . 


E ' ——~ LEADING STATIONERS EVERYWHERE. 
Stopler — 


Stapler 


) shvahe ow FasTENeR Company. (nc. PIONEERS AND PACESETTERS 
ONE JUNIUS STREET, BROOKLYN 12, N. Y. FOR OVER A QUARTER CENTURY 


For More Information Circle No. 199 





Cleveland's first big new office building 
in 25 years will be the $17 million, 22-story 
air-conditioned Illuminating Building 
Cleveland Electric Illuminating Co. will 
occupy offices on six floors. Carson & 
Lundin. New York, are the architects 
McGeorge-Hargett & Associates, struc 
tural and mechanical engineers; Jaros 
Baum & Bolles, consulting mechanical er 
gineers. 


a4 
BEEREF! 
bhebe 








Union Carbide & 
Carbon Corp. will 
build this 41-story 
building for the new 
home offices of the 
corporation, its di- 
visions and subsidi 
aries. Located be 
tween Park and 
Madison Aves., 47th- 
48th Sts., New York 
the air-conditioned 
offices will include a 
completely equipped 
medical unit, lounge 
areas and employee 
cafeteria. This re- 
verses Union Car 
bide's decision to 
build offices in 
Westchester County 
The Grand Central 4 ’ r 
area project in os _ Wy r 
volves an investment _" gift 
of about $40 mil- rt 
lion; was designed es eae g°8 4, 
| 
by Skidmore, Owings or 
& Merrill. Occu cpperctee 
pancy in 1958 ae 
“wT 
erat) of 


Milli) _— ih 
*** 0000000 ensnelbill 


*"*0eeeeee j 





ME PREM E NS FPPEMETTSALIOT? ViFCie INO. ivy 


Weldon Humphries, student at Carthage 
Mr. Future 
Business Leader of America of 1955" by 
Future Business Leaders of America, a division 
of United Business Education Assn. of Na 
tional Education Assn. He was awarded an 


Underwood portable typewriter. 


(Texas) High School, was named 


E. W. Boehm (left), Chicago distributor for 
A. B. Dick Co., and Walter E. Erickson, Illinois 
state superintendent of printing, with one of 
the two mimeograph duplicators which pro- 
duced 25,000 copies of material used at the 
47th Annual Governors Conference in Chi- 
cago. 


LuRetta Stasch, Mar- 
chant director of 
education; Harold 
Babcock, Norman R. 
Dilley, Charles E. 
Peters, Mr. and Mrs. 
Glenn M._ Butter- 
field, and Harold T. 
Avery, Marchant 
vice president — en- 
gineering, on a visit 
to the plant of Mar- 
chant Calculators, 
Inc., during the 
western regional 
conference of the 
National Science 
Teachers Assn. 





John J. Wark, su- 
pervisor of office 
services, and Dor- 
othy Welch, opera- 
tor, with one of the 
five Tempo Imperial 
Duplicators used by 


the Union Oil Co. 
of California, Los 
Angeles. Tempo Du- 
plicators are made 
by Milo Harding 
Co. 











International Busi 
ness Machines Corp. 
shipped its hun- 
dredth IBM 650 
Magnetic Drum Data 
Processor to Paris 
where it will be 
come the heart of 
a data processing 
center. 


This installation of 
Visi-Shelf Files is in 
the Jersey City 
Medical Center 





Three photographs taken in the new central 
office of Yale & Towne Mfg. Co., White 
Plains, N. Y., showing Otis Panelette parti- 


tions installed by Irwin Casper, Inc., of New 
York. 





A private office at 
Mojonnier-Dawson 
Co., Franklin Park, 
Ill., showing  Invin- 
cible driftwood tan 
steel equipment 
made by Invincible 
Metal Furniture Co. 
and installed by In- 
dustrial Office Sup- 
ply Co. 








Redecorated recep- 
tion foyer in the ex- 
ecutive offices of 
Park & Tilford Dis- 
tillers Corp., New 
York. Receptionist 
is Carolyn Boro. 
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Drafting room of United Air Lines 
office building at the San Francisco 
airport showing installation of 
aspirating air diffusers made by 
Anemostat Corp. of America. There 
are no drafts despite relatively low 
ceiling. 


West-ward,  Inc., 
New York, national 
pharmaceutical dis- 
tributors, sends their 
druggist customers 
a photocopy of or- 
iginal order with the 
invoice, Order forms 
are airmail business 
reply cards and four 
copies are made at 
one time with a 
Copease Duplex 
photocopy machine. 
Pharmacist receives 
nvoice and copy of 
his order before 
merchandise arrives 
so he knows what 
deliveries to expect 
and can check them 
immediately upon 
receipt, 





Conveyor Pays for 
Itself in a Year 


Conveyor belts running 300 ft. between two 
floors enabled Standard Pressed Steel Co., 
Jenkintown, Pa., to cut I'/, days from their 
order processing time. Installed at a cost of 
slightly more than $5000, the conveyor will 
pay for itself in a year since two girl mes- 
sengers have been transferred to more pro- 
ductive work. The belt carries 400-500 orders 
a day from the sales department to credit, 
inventory, typing, shipping and billing. An 
order (at left) arrives in the shipping depart- 
ment 13 seconds after it leaves the office on 
the floor above. 


The horizontal sec- 
tion of the conveyor 
belt has four 
troughs, two running 
in each direction. 
Two troughs make 
all stops both ways, 
the third is an ex- 
press trough which 
skips certain stops, 
the fourth is a stand- 
by. The conveyor 
system was made 
and installed by No- 
vak Co., Plainfield, 
m. J. 
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If your storage area 
looks like this ‘= 


It is costing you dearly in floor 











space and loss of employees’ time. 






Every Type of Industry 
Can Save BOTH MONEY and SPACE with 


NYLO-GLIDE 


low-cost 


STORAGE FILES 


These nylon bearing, smooth op 






erating files are available in any 
ize. Stack and interlock them 
cote ames wbtinevins wanes one on top of the other or side by 


SAVE 40% FLOOR SPACE ide in any available location. No 


i ] ve 

N ylo-Glide record file ave waste space in ide or out De 
more than 40° n valuable . , 
floor space The appearance igned to fit the recore they hold 


of the files has been improved, 
and the toring of records 


much easier in neatly ar 
ranged tack making the 
cleaning problem simple 


ATTRACTIVE WORKING AREA 
Efficiency engineered systen 
of drawers to fit YOI R form 
and YOUR space pre a 
flexibility that is unpar valle led 
in filing equipment 

The Nylon Bearings make 
heavily loaded drawers 
GLIDE easily and quietly 





A complete installation often costs less 
than shelving and corrugated boxes! 


RECORD FILES, INC. 


| 
| 
| : P. O. BOX 581 
stop and see ‘a at his convenience | WOOSTER, OHIO 
! 
| 





RECORD FILES, INC. 
P. 0. BOX 581 * WOOSTER, OHIO 





Please have your nearest representative 


vue Specialists in RECORD STORAGE EQUIPMENT 
Call us for a survey and demonstration 


: of equipment. 


For More tnformation Circle No. 316 


Address 
City State 
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(ony Cats’ Waste 
Time and Money 


THAT YOU CAN SAVE 
WITH COPYFLEX ! 





Desk top Model 100 Copyfiex copies 

originals 1) inches wide by any length 

Makes up to 300 copies of different $49B5° 
7. 


letter-sized originals per hour 





Find how Copyflex can simplify and speed 
the following poperwork 

Purchase Requisitions Accounting Reports 
Receiving Reports Poyrol!l Records 
Bills of Material lnvorces 
Consolidated Reports Tax Returns 
Production Orders Soles Analyses 
Shipping Notices Inventory Records 











Amazing New ee ee ee ee oe ee ae es ee me 


Cheries Bruning Compeny, inc., Dept. 102-G 
4700 Montrose Ave., Chicago 41, Hilnois 


(BRUN / N G ) crnachone nity anny ade dy 
covis anring ond miner, CDDYHTOX 100" \ wom" 


printed, or drawn on ordinary 
transivcent poper— in seconds Address 








Specialists in Copying Since 1897 | City County Stete | 
| 
ee EE SS SS 


CHARLES BRUNING COMPANY, INCORPORATED . 4700 MONTROSE AVENUE * CHICAGO 41, ILLINOIS 
In Canada: Charles Bruning Company (Canada) Ltd, 105 Church St., Toronto 1, Ontario 


For More Information Circle No. 161 
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Gmeadia Filles ate tugged, 
awd built to caluy the load, 


Ask your stationer to show you the modern fabricated by us . . . or write for a free 
sample of this new long-wearing finish. 


: ‘ , THE SMEAD MANUFACTURING CO., INC. 
like wear resistant material... created and HASTINGS, MINNESOTA + LOGAN, OHIO 


filing containers made in the new leather- 


For More Information Circle No. 109 
Tue Orrice—October, 1955 








PATENTED 
EFFICIENCY 
in the 
Use of 
CARBON 


_ Automatic WITH THE ExcLusive ECONOMIZER BOX 
Alignment. 


. Automatic 
Rotation of 


sheets for 
longer wear. : 


May, 
_ Automatic , MY, 





Warning of 
last typing 
lines. 


. Hands do not 
touch the 
coated surface. 


Exclusive sales 
rights given to 
dealers in Foreign 
Countries. 


BRANCHES IN ALL LARGE CITIES IN THE U. S. A. 
For Foreign, Write for Prices, Samples and Territory to 


Export Dept., KEE LOX MFG. CO., Rochester 1, N. Y.. U.S.A. 


For More Information Circle N 
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FISH WHERE THE BIG ONES ARE 


If you want to do big business, go where the big business ideas 
are! That’s New York—the world’s capital of business; national 
headquarters for most big companies. 

That is why the one truly national business show is held in 
New York—for New York is where most national planning and 
buying is done. 


NATIONAL BUSINESS SHOW 


OCTOBER 24th THRU 28th, 1955 


RUDOLPH LANG, Managing Director 
33 West 42nd Street » New York 36, New York + PEnnsylvania 6-6760 


For More Information Circle No. 139 
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Duplex Electric Model 912 ED— (i/lustrated) 
features extra ‘Memory’ Register, 
Automatic Accumulation, Subtraction 

and ‘Full Cent’ but represents no 

greater investment than other 

ordinary single register machines. 


“RAPID ADDERS Pius Computing 


Machines, Inc. 
- HAND OPERATED CALCULATORS 
5 Beekman Street, New York 38, N. Y. 


* SIMPLEX ELECTRIC CALCULATORS Telephone REctor 2-0045 


- DUPLEX ELECTRIC Hy sa cemaay ay gage ie 
CALCULATORS 


Without obligation 
[] Please arrange free demonstration in my office 


[] Please send complete literature on your line 
of PLUS equipment 


Nome 


Address 


| 
| 
| 
| 
| 
| Company 
| 
| 
{ 


For More Information Circle N« 
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PROTECT Your 


Business Machine Records 


ACCOPRESS PIN PRONG BINDERS 


If your business machines use marginal pre-punched sheets, 
the Accopress Pin Prong Binder is made especially for them. 
As an indispensable aid to orderly, safe filing temporary or 
permanent —Accopress Pin Prong Binders give you the added g 


features of loose leaf convenience with economy. 


Like all Accopress Binders the “9000” Pin Prong line stacks flat, comes 
in a wide variety of sizes and with fasteners for either 6° or 8 centers. 
Mack ot he avy long lasting presshoard or heavy binder board covered 


with canvas or black pebble grain eloth 


Dress up your files, protect your records. Ask your stationer to 
show you Accopress Pin Prong Binders—and the whole Acco line 


for greater filing efficiency 


ACCO PRODUCTS, INC. 
Odgensburg. New York 


In Canada: Acco Canadian Co., Ltd... Toronto 
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SIMPLIFY YOUR SHIPPING 


P A » E K W 0 af % 2 e s Time and labor can be saved by 


tying in two necessary jobs—shipment addressing and preparation of ship- 
ping paperwork. A small, inexpensive paper stencil, called the Weber 
Tab-On Stencil, is tabbed over the ship-to or address area of your bill-of- 
lading form or other paperwork. In one typing, the forms and stencil are 
prepared with the customer’s address. This same stencil is then attached 
to a Weber handprinter and used to imprint the address directly on con- 
tainers, labels or tags. Repetitive typing eliminated. Address always cor- 
responds with paperwork. No expensive equipment. Clip the coupon for 
full details. 


MAIL FOR FULL DETAILS ON THE WEBER TAB-ON SYSTEM 
COMPANY 


INDIVIDUAL 


Weber Marking Systems 
Dept. 8-J ADDRESS 


Division of 
Weber Addressing Machine Co CITY ZONE STATE 


Mount Prospect, Illinois 
For More information Circle Ne 


Tue Ovrice—October, 1955 





Only Office Valet Units provide an efficient, com. 
pletely flexible space-saving and sanitary system 
of storing employee “wraps.” They will double 
lockerroom capacity, and can be fitted into any 
available space near point of work. They keep 
wraps out in the open, spaced apart, aired, dry 
and “in press.” 

Office Valets accommodate 3 persons per sq. ft. 
of floor space. They are functional and modern 
in design, are beautiful in new baked enamel fin- 
ishes and are built for lifetime service of strongly 
welded and reinforced heavy gauge furniture 
steel. 





3U-4 Office Valet Rack, 4'3’' 
long — capacity twelve coats 
and hats, overshoes and um- 
brellas. 3U Volets available 
in any length 33°’ and longer 
by the foot 


5-6 Office Valet Costumer. Six 
spaced hangers —six individ- 
vol hot spaces—and umbrella 
rack. Ideal for private offices 
ond reception rooms 


No. 342 Valet Wall 

Rack mounts directly on any 
available wall spoce. 3, 4, ond 
5 ft. units interlock to make con- 
tinvous rocks of any length 





2U-4. This attractive 4-ft. 
double-faced unit 
accommodotes 24 people 


Exclusive Office Valet Design Features 








TS 











embossed ribs in] new wide box de-| of shelves are | sures not only 

Spaces individual-*° sign and receives "smooth wide’ maximum effi- 

izedbyevenhigher shelvesfromeither closed face chan- ciency today but 

cross ribs. Shelves right or left sides nels. Forward ends for future expan- 

slotted to permit Shelves snap-lock of bracket arms sion or alteration 

Grying and prevent rigidly into posi- provide slightly aswell. Exactly 

dust accumulation tion to make racks over-lapping ra- matching 3’, 4’ and . 

of any length dius facing. Valet 5’ sections assure Write for 

equipment always perfect fit in a Bulletin OV-10 
has acustom made _ situations 


appearance Sold a office equipment 
e 


VOGEL-PETERSON 3 CO. 1121 west 37h street « Chicege 9, tlinois 
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Hats rest on high te bracket has Add-on feature as- 


Manufactured only by 
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A 
CARBON 
AND 
RIBBON 
PLAN 














Custom- Made 


STORMS SERVICE BUREAU 


The Storms Service Bureau is 
ready to help you with special 
applications of carbon paper, 
inked ribbons and carbon rolls 
You are invited to consult with 
Storms any time you get such re- 
quests from your customers. No 
obligation, of course. 











0 Your RK equirements 


Trere's a STORMS Private Brand Plan to 
fit the needs of every dealer .. . large or 
small. Do as other satisfied dealers have 
done for over 50 years . . . call upon 
STORMS for the finest Carbon Paper 





Carbon Rolls and Inked Ribbons. Use the 
coupon below for complete information and 
samples. 


H. M. STORMS COMPANY 


for you 

—the new 

1955 Storms Cat- 
alog me 
pages of quick 
reference to 
hundreds of 
items. Write for 
ed copy TO 


AY! 





STORMS BUILDING, BROOKLYN 38, N. Y. 


!' H. M. STORMS COMPANY 
§ Storms Building, Brooklyn 38, N. Y¥ 0-10 
§ Gentlemen: We are interested in the Storms Private 
§ Brand Program. 
' Please send us complete information and samples. 
- ~ We would like a copy of your new 1955 Catalog. 


i Name a 
; Company Name 
: Address 
. Zone State 
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A 


LOOKING FOR A 
WAY TO CUT 
PRODUCTION 
COSTS? 








OLLERS B 


mac hi nes 


2 ROLLER 
meRcuRyY-t ve a priate’ 


OLLERS 
api oo machines 


" > a du licot 
ae aa for Pr a P 


switch to MERCURY 


ROLLERS and BLANKETS 


The extra mileage you get on these extra durable 
Mercury Rollers and Blankets makes them the 
smartest investment you can make in equipment. 
They're guaranteed to outlast and out-perform any 
accessories you've ever used — because they are built 
of the same materials and by the same methods 

as the rollers and blankets used on the world’s 
largest commercial printing presses. 


RAPID ROLLER COMPANY 


FEDERAL AT 26TH STREET ° CHICAGO 16, ILLINOIS 
Eastern Office: 800 McCarter Highway, Newark 5, N. J. 
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anew concept of 
cash register design 


If there is one cash register which fully meets the performance and 
budget needs of all small and medium size retailers—surely it is 

the magnificent new Regna DeLuxe! A cash register an adding 
machine a bookkeeping machine—it is ideally suited for the 
multiple functions of cash protection, cash-credit control and general 
figurework. Sturdy, precision-built, soft-spoken virtually 
maintenance-free! And note the Regna’s trim, rounded styling 

so elegant, compact, unobtrusive. Yet for all this versatility and beauty, 
the Regna is low-priced, within easy reach of the smallest storekeeper! 
New manual or electric models with through-colored Carbamide 

cases in green, ivory and maroon, 


Regna can print double cash receipts item indication shows clerk New square-shaped “sculptured” keys 
fone for store, one for customer). and customer individual items, total are far easier and faster to operate 
complete stock of RKegna Electrically and hand oper 


ated D ser ated models with or without 
throughout the It s ndication 


ce — ee 


Regna Cash Registers, Inc. 
175 Fifth Avenue, New York 10, N. Y. 
Gentlemen 


Please send details and prices on the Regna Deluxe Cash Register 


plus information about becoming a Regna dealer. 


IN CANADA: Regna Cash Registers of Canada | Name 
Lid., 704 Notre Dame St. W Montreal, Que 
and Business Equipment Machines, : Company 
King St. W., Toronto, Ont ‘ 
OUTSIDE CONTINENTAL U.S8.: Jorgen § City 
Lien, Box 507, Bergen, Norway 
For More Information Circle N¢ 


THe Orrice—October, 1955 








Bates 

Model C Stapler 

Mokes its own staples 
One loading— 5000 staples 


Bates List 
Finders 

Press. . presto! 
There's the 
address 

phone number 
recipe, etc 
quick os 


o wink 


Botes Refill 
5000 rustiess Bross 


staples each loading 





Bates 
Numbering 
Machines 
The world’s 


standord for excellence 


Bates 

Staple Remover 
Plastic no-pinch handle. 
Positive, instantaneous 
action 


Bates 
Mercury Staplers 


Wide range of models for 


every requirement. 


Bates 
Perforator 


Easiest action, large waste 


keep all these 
BATES quality 
products 

on display 


container. Compact, 
economical. 4 


v4 


Bates 
End-icator 
Standard Staples 
Red staples give 
warning towards end 
of strip. Save time 
and temper 


BATES 


quality products.. 
Sales getters 
profit makers 


P= 
. 
Bates b 
Automatic ~ 
Eyeleter 
Feeds, inserts 
+d crimps 
eyelets in one 


automatic action 


Bates 
Silent Stamp Pads 


Reversible, renewable { 


W 
‘ohh 
ile 


for long life, clear 


impressions 


the BATES 


manufacturing co. 


Orange, New Jersey: New York Office, 30 Vesey Street 


: Bates Numbering Machines, Staplers, lh Perforators, Eyeleters, etc. 
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Mtge 


“WOW we have a 


Zot Mom VV Vi ley 


You save money you save time your 


Beats hand-folding 30 to 1! 


office girl is happy and so are you. Fold-O 
Matic, the compact, portable Electrified 
fully automatic time saver, folds 120 letters 
invoices or circulars per minute. ANY WAY 
YOU WANT THEM FOLDED! 30 times 
faster than hand folding. Only $179.00 plus 


tax 


Write today for full information 


SEF — ite falas 
Ber Foard marl PRINT.< a ATIC PR NT-O <4 MATIC oo Inc. 
in operation! 

BOTH ELECTRIFIED 
At the Convention Booth No. 69 

For More Information Circle No. 171 


724 W. Washington Bivd., Chicago 6, Il! 
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now... 
erase errors 
magnetically 


as you DICTATE 


with the new 
Comptometer” magnetic 
dictation machine 


Here is the greatest improvement in 










DICTATION'S 


GREATEST 





TRIUMPH! 







1887 


The first dictation 
machine with 
fragile wax cyl 
nders that had to 
be re-surfaced 
























dictation’s 68 year history! Dictate as 
easy as talking. Make an error—re- 


word a phrase’? It’s no problem. Simply 







backspace and re-dictate the new or 









correct thought. It is recorded as the 


> 


1939 


The first record 


old erases itself, magnetically. You'll 









hand your secretary perfect dictation 







she will transcribe faster and better. 
















type dictation 


Only magnetic dictation gives you this 





Disadvantage 





new freedom and simplicity 


costly, breakabie 





RE-USABLE BELTS NEVER WEAR OUT! 


Comptometer’s Erase-O-Matic belts, made 
from miracle Mylar*, can be re-used thou 





sands of times—a tremendous economy. They 
renew themselves, magnetically, in just three 
seconds, without removing from machine 


HI-Fl VOICE REPRODUCTION 


Comptometer’s magnetic dictation means high 
fidelity—true, authentic reproduction of your 
voice, making it easier to understand for 
faster, more perfect transcription 








RADEMARK F 








YOU ARE INVITED TO TRY THIS YEARS-AHEAD COMPTOMETER 
IN A FREE OFFICE TRIAL OR DEMONSTRATION 














belt. Never wears 













Jt, can be used 


Comptometer Dictation Division ndefinitely, er 


Fels & Tarrant Mfg. Co 
1715 Marshfield $t., Chicago 22, Illinois 


can be erased 


noanet 





cally 












Gentiemen: Without ony cost or obligation please 
orrange FREE DEMONSTRATION 
FREE 10 DAY TRIAL 


Send complete information 










The new Comptometer Dicta 
t Transcription Machine 
the world famous Comptometer 
Adding Calculating Machine 
and the new Comptograph 
O-key Calculating Adding 
Mactune are products of Felt & 
Tarrant Mtg. Co. Chicago22, ill 











TITLE 


COUNTY 


é ie 


INTRODUCTION TO REPRODUCING AND DUPLI.- 
CATING. Government Printing Office, W ashing- 
ton 25, D. C., 42 pp., 30 cents. 

the Department 
general informati 


personnel, 


pl 
Ask 


VMIMEOGRAPH OPERATING TECHNIQUES. Gov- 
ernment Printing Office, Washington 25, D. ¢ 
17 pp. 
Another Nav 

Model 450 

plicator. 


15 cents 


SOD.3 


ELECTRONICS IN BUSINESS 
Foundation, 2 Park Ave., Neu 
pp., $2 
An annote 

Spe er hes and 


fet 


Controllership 
York 16, 174 


sentations 
s about ¢ 
tions, 

HOW TO USE FULL-KEYBOARD ADDING MA- 
CHINES by James R. Meehan & Gilbert Kahn 
McGraw-Hill Book Co., 330 West 42nd St., Neu 
York 36, 64 pp., $1.08. 


nstructi 


counts, payrolls, 
reports, 


actual 


iscellaneous 


works from 


records ot one 


yy understandings 


ness to give him a clear 


interdependence of the differe 


Whether performed by one 


; 
lesson 


person hKach 


tion for re ow, with the 


wholly of problen 


ig: two sections 


Vv, two on all caleulat 


«<—For More Information Circle No. 405 
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Ideas 18 ways 


to reduce administrative 
and office costs 


Here is a series of eighteen 4 page digests of 


Work 


Engineering, Time and 


concentrated information on Simplification, 
Fnergy Conserva 


Ideas 


Othe 


Human 
tion, Information and Fact Finding, Selling 
Reducing the Cost of 


und Mailing 


Space, Purchasin 


Items, Filing, 
Because we want to 


THE OFFICE the 
UNTII 


demonstrate to the readers of 
value of our service we are 
offering, NOVEMBER th ONLY these 
li reports for $12.00 plus postage less than half 
their regular price 


Fnelose your check and we 


will pay the postage We make this very 


pecial 
offer because we know that it is our best way of 
demonstrating the value of 


which shall be 


brand new series of 


report sunnounced 


Gordon L. Mattson & Associates 
105 West Monroe Street 
Chicago 3, Illinois 
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inest 
wood office furniture 
by WORDEN o* HOLLAND 


es, cose 


5 OEE BIS sot 


-— 
-_ “ 
- 

a ad ‘ : 
TEES mm. 


260 OH Desk 
66" x 42" 


ful 


WRITE FOR CATALOG AND DETAILS 


MICHIGAN 


More Information Circle No. 196 













your 
Craveling Man 

is r 
your Company 


HIM THE PRESTIGE AND STATURE OF TRAVELETTER SYSTEM CREDIT 





Is your company alert, aggressive, proud of its products and reputation? Then, 
naturally, you want your traveling man to reflect these characteristics. In order 
to do so he must deve lop the feeling of being an executive, 





















Traveletter helps accomplish this. By enabling your traveling man to reimburse 
himself, it implies your confidence in him, puts him on the management team. 
It saves his time, eliminates any need for self-financing. It has been shown time 
and again to build morale, improve attitude, increase efficiency. 


Ihe Traveletter System, moreover, is foolproof and completely safe. It has 
further benefits for you in that it simplifies home office accounting, reduces 
cash advances, ends the need for expense checks, and gives you greater control 
over travel expenses. Used by large and small American industries for more 
than 60 years, its renewal rate among users is greater than 96.5%! Here are the 
names of a few of those users 


Chance Vought, In Minne apoli Honeywell Re illator Co 
Diamond Crystal Salt Co New England Confectionery Co 
Electric Auto-Lite Co Sealright Pacific, Ltd 

Electricooker Div., General Foods Corp. SKF Industries, In 

Esterbrook Pen Co United Motors Servics 

Gerber Products Co United States Time Corp 

Leeds & Northrup Co Universal-Rundle Corp 


We'd like to send you a fully descriptive brochure that will show you specifically 
how Traveletter can directly benefit your traveling men and your company. 
Write Traveletter Corporation, Greenwich, Conn. 


TRAV ELE tT TER 


SINCE 1894 
For More tnformation Circle No. 17 
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l WII | SERS i | producers 


lice equipment will meet again tl 


month for their biggest annual ge ‘ 1955 
tovether at the National Business Show cheduled tor October 
Top executives, visors and c¢ler\ and 71st Regiment Armor 
rub elbows whil vateh ma promises 


| ‘ 
demonstratior { ask question the vas 


show’s fix ‘ an nights ehine, equ 
who crowd he hooths at the W ith a 
Business Show represent a fai exhi 
cross-section of the world’s clerical per ver 


sonnel] Since New Y ork always has a doly 


host of international visitors on hand to at leas 


I mana 


yn Lar J kK pect 


in addition to peopl from every stat tendance ot more ian 33,000 


n the union. You need not be a mem i f at interest 
ber of any specialized group to attend “tremendously high 
this show; only an eagerness for newer and prospec 
and better clerical methods attracts the pointed out tl 


. 


thousands of young and old each year panies were 
If you ever doubted the importance of equipment at 
paperwork to men and women in every ness Show 


valk of life—in every business, oceupa broadening 
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EXHIBITORS AT THE 
NATIONAL BUSINESS SHOW 


Acme Visible Records, Inc 
Addressograph-Multigreph Corp 
Airkem, inc 

Allen Communications 

All-Stee! Equipment, Inc 

Alma Office Machines Co 
American Automatic Typewriter Co 
American Dictating Machine Co 
American Photocopy Eouipment Co 
Atlas Stencil Files Corp 
Audograph Co. of New York 
Bankers Box Co 

Bates Accounting Forms Co 
Better Packages, inc 

Billen Engineering & Sales Co 
Bircher Co 

B. H. Bunn Co 

The Canadian Office 

Chart-Pak, Inc 

Cincinnati Time Recorder Co 
Clary Corp 

Collamatic Corp 

Collister Corp 

Consolidated Business Systems, Inc 
Copease Corp 

Copy-Craft, Inc 

Cordiey & Hayes 

Cormac Industries, Inc 
Corry-Jamestown 

Ralph C. Coxhead Corp 

Craig Machine, Inc 
Cummington Corp 

Davidson Corp 

A. B. Dick Co 

DeJur-Amsco Corp 
Denominator Co 

Dictacom Corp 

Dicto Corp 

Didde-Giaser, {nc 

Ditto, Inc 

Duophoto Corp 

Eastman Kodak Co 

Ebco Mfg. Co 

Thomas A, Edison, Inc 

Elliot? Addressing Machine Co 
Embossograph Corp. of America 
Evans Specialty Co 

Everprint Products, Inc 
Executone, Inc 

Federal Telephone & Rad'o Co 
Felins Typing Machine Co 

Feit & Tarrant Mfg. Co 

Ferris Rotary Files 

Filmotype Sales Co 

Finnell System, Inc 

Fiexifone 

First National City Bank of New York 
Genera! Binding Corp 

General Photo roducts, Inc 
Geyer-McAllister Publications 
Gibson Machine Mfg. Co 
Graphic Microfilm Corp 
Haloid Co 

Robert Halmage Co 

Hamilton Mfg, Corp 
Harris-Seyboid Co 

Heyer Corp. 

Allen Hollander Co., Inc 

Infra Electronic Corp 

inserting & Mailing Machine Co 
Insert-O-Matic Corp 
Intercontinental Trading Corp 


Itkin Bros 
Korda Industries, Inc 
F. G. Ludwig, inc 
Maggie Magnetic, Inc 
Magne-Dex Sales Co. of New York 
Magnetic Recording Industries 
Mailers Equipment Co 
Harold Mannheimer Organization 
Manpower, Inc 
Marchart Calculators, Inc 
Massachusetts Indemnity Insurance Co 
Master Addresser Co 
McBee Co 
Thomas J. McLoughlin 
J. Curry Mendes Corp 
Michael Lirh, Inc 
Microtext Publishing Corp 
Minnesota Mining & Mfg. Co 
Mittag & Voiger, Inc 
Modern Products Co 
Mohawk Business Machine Cor 
Monroe Calculating Machine E3 
Mosler Safe Co 
New York Telephone Co 
Business Machines Div 

Oerlikon Tool & Arms Corp. of America 
THE OFFICE 
Office Appliances 
Offset Duplicator Review 
Old Town Corp 
Olivetti Corp. of America 
Ozalid, Div. of General Aniline & Film Corp 
Paillard Products, Inc 
Payroll Tax Service 
Peerless Photo Products, Inc 
Perspectograph Corp 
Pendaflex File Systems 
Photorapid, Inc 
Pitney-Bowes, Inc 
Pius Computing Machines, Inc 
Polychrome Corp 
Rapidprint Time Recorders, Inc 
Record Controls, Inc 
Recordak Corp 
Rex-Rotary Distributing Corp 
Robertson Photo-Mechanix, Inc 
D. Y. Robinson 
Phillip I. Ross Co 
Royal Typewriter Co 
Safeguard Corp 
Scribe Corp. 
Scriptomatic, Inc 
Shredmaster Corp 
Simplex Time Recorder Co 
Speedry Products, Inc 
Standard Manifold Co 
Staplex Co 
Steiner Rouse & Co 
Sturgis Posture Chair Co 
Thomas Collators, Inc 
Tiffany Stand Co 
Times Facsimile Corp 
Underwood Corp 
Van Son Holland Ink Corp. of America 
Victor Adding Machine Co 
Victor Safe & Equipment 
Vue-Fax Corp 
Webster Electric Co 
Widmer Time Recorder Co 
Willoughby's, Inc 
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several manufacturers, well k supplies is growing 


other fields, were entering the “Kiftv-five per cent 


equipment and machine field w 1 the endanee,” acco 


{ { 


Irst wide busine ss public showll v, nterest 


Mr. Lang pointed out that the 
had international as well as nationa 
“A great deal ot interest 1 
n foreign product 
| aved = at he National Busines 
Show. However, there is a tremendou 
overseas market for the products and mary market place 
es onginating in this country ness mal Che import 
is foreign trade, in major items alone, sumers canno Vere! 
amounts to more tha 15 show 
verseas interest | ‘ mone. 
fice equipment and machin as W a and mac 
methods and procedures, 
the results of the survey 
attendance which showed at we dre\ 


sitors from 45 foreign countries With 


oreign trade in our field inereasing a 
a remarkable rate in tl 
ve that we ean 
no interest in tl 
ness Show by toreign 
Included among the xhibitors 
firms olfering a complet Cross 
and products r 


quired fo1 fice duplicating and repro 


duction worl The interest of small 


Husiness ] “QUICK copys 
Q) | CH 
TUMIM AQ ' 


Try the machines yourself . . . 
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... ask 
questions . .. 


heation total of 8 million clerical workers 
by bringing volved in procedures that cost busine 
those products an estimated $71 billion last vear, the 
able at local level problems are being approached step b\ 


The increas 
tronic equipment 


| { 


reed ‘ 


declared. “This caution 


noticean 


Nationa 
tomatiol 


“a hig 


... and see 
what's new 
at the 
National 
Business Show. 
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A student (second from right) talks to em 
ployees from her home town. Such contacts 
are an important selling point 


A Recruitment 
Technique 
That Works! 





T. A. DUCKWORTH 


Personne! Director, 
Employers Mutuals of Wausau, Wis. 


YEAR Wwe rece ly no eration, These VISITS weceed 
] Lol Phaorrie | putting across i? po Ht that ur com 
Ds than w panv is a good place to work. This pro 
rram has been rsued tor 


1Ol 


stenovrap! wo 
too long avo we the past tour 


help Wie heleve | years 


ibout can be traced ‘ V Our earlier attempt 
the part Of job sé . erieal employer had tui ) | up 
influences potential en much enthusiastr respon til we 


| \ yy tudent » Wausan, 


make an inte gy” case stud pecan bivitin 


iccesstul public members our personnel department 
| 
r} ehoo! | ehools roughout our 


a fo-mile rad send busine 


nel spring we i\ Hip 


OCCASIONS, OUT repre ‘ 


students to Visi | ome office of Em aduating 
1d 3 


plovers Mutuals Wausau Teacher ‘ in OmMmetimMes 


and voungsters all look torward r the right 
this chance to anew job 


° 
a 
ete 
. 


s of Wausau 


—reeenenile, 
7? 


High school seniors arrive for an office tour at Employers Mutua! 
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High schoolers watch 

a Teletype in opera- 

tion in the office of 

Employers Mutuals 
of Wausau. 


some laughs,’ 
were, rathne! 


department, WV I 
applications as W han : sales tech 
problen ol . M yuld t! firsthand 


then 
weess Trom the 


lI popularity every 
\pr and May, 


| out 


organizations 
1S MCTHOOLTS 


thie field. We decide 


" ) 
rom 


They listen intently 

to the description of 

a stenographic pro- 
cedure. 
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Boys and girls learn 
that there's no water 
in a dictation pool. 


| 


sistant director 
and tall 
The compal 


! a 
HUSINESS world about ; } he ad with its ls 
from Wausau 


heard and studied 


Wausau came te 
To These Doves 


! 


visit been tells about o 
plover net oOpportul 
Collen ql ai 


\pril o1 May 


PIris ATIN a oul i W na ! i I 
/ 


; 
( (] 


Phau oul 


i! chool bus W meet 
door and usher them y \ tf our young 


our conterenes rooms 


Another group watching a dictating machine demonstration 
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s* ; 
> Ay SS a 

Guests are taken to one of the company's 
cafeterias and recreation lounges where they 


enjoy a snack and meet regular employees. 


pepper their 
“Tlow many let 
out on a di 

a girl will 

you keep thie 
up?” another 
being told that 
mail flood our 
bringing po 

lal » hee is the Tact 
nds from 
roles we want 
someday | that of employees 


The 


times as 


them to 


nm our.) organizatiol tour is ex 


pected to stop 


friends 
coming to 


several 
recov! ized “Are 

Mary a 
ask a from her 
“You'll lke it here I sure do.” 


progr SSeS We 


“ure you 


work here too, an employee will 


student home town. 
! 

ean almost 

them 


tran 


nh tour 


young people imagining 
selves n the roles of a 


scribing dictation, an operator at a tabu 


secretary 
lating machine, or a beginner delivering 
arious departments On 


girls have asked 


ecasion, 


rreat earnestness 


y whether many of 
saw at work in our offices 
While we can offer excel 

opportunities, our replies to 
husband hunters must necessarily be dis 


couraging 


Atte 


the men tney 


were single 


lent OD 


building, the 
group our nurse, talks to 
them about the company’s health pro 

i \t 1] 5 we our guests to 


largest 


through the 
meets who 
take 
he company’s ia tor lunch 
employees trom 
meal, to em 
among our em 

the employee s’ «lub 
Wh happens to he one of the 
ts kind with an « 


phot ograph al ad 


ectrie organ, 


company record 

finest in comfortable 
We also show our 

company library which 

hooks 

Public Library 


mn, and the 


lurniture., guests the 
contains a see 
tio! ot popular 


\W ausau 


Vernlence Is very 


loaned by the 
This 
popular with our work 


(Afterwards, the groups split up for 


closer look several departments mn 
interested 
will 


girls transeribing from Dicta 


particularly 


in stenograppy 


The medical department always interests some 
of the visiting students. 
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phones and each youngster may take a three, What’s m« re, accounts 

turn working on actual transcription. visits often find their way 1 

The supervisor of the department takes newspapers, furthering our goo 

over here and answers all questions relations objectives 

Some of the visitors go to see the statis Interesting letters come to u 

tical tabulation department in operation, students and teachers who have \ ted 

and may run machines and get a picture our office. A spokesman tor the Ather 

of how our record keeping system works. Public Schools’ Senior business class 
We usually wind up a tour at about wrote: “We want to tell you how muel 

2:30. Some of the groups come to us we appreciated your courtesy 1 

from such a distance that a later hour taining and instructing us yesterd: 

would make it impossible for the buses teacher said: “I have brought 

to return in time to tra sport the other your organization tor the past 

students to their tarm homes. We and they have al been lmpres 

always close with a farewell talk by one courtesy and the instructivene 

of our personnel department staff mem employees.” 

bers who gives the visitors definite in These are more or less typical 

formation on how to apply tor jobs, Others have ¢ X Presse d glowing appre 

the salary ranges, and the qualifications tion to Employers Mutuals tor helping 


for various positions. They ask ques to dramatize the classroom lessons taught 


; 
rr 


tions and are given the tacts about liv by business instructors. Several 


» ot 
accommodations, transportation la teachers have written to a k tor Cope 


Ing 
cilities and other information needed to of our office forms which students cai 
complete the picture. Each is given an use in classroom exereise More thar 
employment application blank and one teacher has written, 
printed material about the company. asking if we could offer 

Before the boys and girls gather at job 
their bus tor the trip home, we take a Mur system should work 
group picture. A few days later we send — located in medium sized tow) 
the school enough copies so each young ing employees from nearby community 
ster may have one. We have tound that On the basis of our experience, we feel 
the visit is discussed as the pictures are that the tollowing recommendatiot will 
shown to other students who may be helpful to any firm 


looking tor Jobs a year or two or 


The electric organ 
in the employees’ 
recreation room _ is 
popular with young 
visitors 
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Sth International 


Systems Meeting in 


Detroit, Oct. 10-12 


OME 1500 


expr rts 


Irom se 
gather 1 Detroit’ 


Hote I. 


October 10-12 
control 


lers in small 
men principally 


velopment of (1 
one thing in common 
ested in management 
oped by SVstems and 
Equipment available for tomorrow’ 
Bruce L. Smyth a 


iti Vii lisplay df 
SPAA President chibi s. Th 


procedures 


Sim pies 


demonstrate the 


equipment 
machinery tor i ial manage 
heweney. Dusiness 
a small part 
for a complete 
vstems procedures study 
Irst time any 
conterence, this St} 
tems Meeting will 


h the 


manageme! 
present 
Dar E. Tisdale opportunity 

General Chairman Cooperating as sponsors 

in plant program ar ord 

»., Chrysler Corp., 


Those 


General Mo 
Burroughs Corp., Michigar 
Hospital Service, General | 

Division, City 
Univers 


Jectrie-Cal 
t ol Detroit 
ity, Ford Motor oT 


Michigan Bell 


boloy 


Telephone 
(Cameras of Ant Arbor 
under 


Phi 
net ial HDusines 
and are ! 


George W. Troost it xecutives 3 
Keynote Speaker n The sma 


Dae Orrick Octobe 





SPAA GENERAL SESSIONS 





MONDAY MORNING, OCT. 10 


KEYNOTE ADDRESS GEORGE W. 


(thr er Corp., Detre 


The Human Equation in 
Organizational Planning 
HUGH WICHER’ 


St aker-Pach Corp 


Det 


Practical Work Simplifica 
tion Before Automation 
HARRY P. BUBOLTZ 
Western Auto Supply Co 
Kansas City Mo. 


TROOST, Vice Pres 





MONDAY AFTERNOON, OCT. 10 
Measuring Office Operation 
For Incentives 

W. GILBERT BROOKS 
Pitnev-Bowes, Ir 


if < ‘ { 


Quality Control in the 
Office 

ALEX L. HAR 

Alex L. Hart Assov 
New York. 


MONDAY AFTERNOON, OCT. 10 
Training Personnel fol 
Electronic Application to 
Business Problems 

DR. ARVID JACOBSON 
Wavne Ur ePrsity 


Detro | 


Information Handling with 
Modern Communication 
Facilities 

B. E. WYNNE 

Western Mary 

wav Co 


Baltimore 


MONDAY AFTERNOON, OCT. 10 
Basic Concepts of 
Operations Research 
ROBERT FURGUSON 
Method Mengineeri 
Counell, 
Pittsburgh. 
Techniques Used by the 
Operations Research Team 
RUSSELL ACKOFI 

ise Institute, 


le | 
na, 





TUESDAY MORNING, OCT. 11 
Procedures for the 
Procedure Writer 

PROF. CLIFFORD I. 
HAGA 

Il") er ty ot Nling 

\I nneatr 


Cost Reduction Through 

Records Management 

JOHN P. H. DETHMAN 
Motor Co., 


Dearborn, Mich. 


TUESDAY MORNING, OCT. 11 
Challenges to Management 
In Current Electronic 
Developments 
DR. JOHN 
Kekert-Mauch 
Remington Rar Lne 


Philade Iphia. 


MAUCHLY 
Div., 


Experience in Installing 
A Large Scale Electronic 
Computer 

R. M. GILMORE JR. 
Parts Div., 
Centerline, 


Chrysler Corp., 


Mich. 


TUESDAY MORNING, OCT, 11 


Job Shred-Out: A 
Management Simplification 
Procedure 

ROGER BELLOWS 

Roger Bellows & A 

Detroit 





TUESDAY AFTERNOON, OCT. 11 
Getting the Most Out ot 
Manual Methods 

DAVID GINDOFI 

Gindoff & Berlfein, 


For Better Communication, 
Try Listening! 
DR. WESLEY WIKSELL 
iana State Universit 
ton Rouge, La. 


- 


TUESDAY AFTERNOON, OCT. 11 
Experience Indications of 
Univac Applied to Business 
JOHN FINELLI 

Metropo tan Life Insu 
ance Co, 


" ‘ , 
VevV 1 Ork, 


Yardsticks for Punched 
Card Applications 

R. S. McLAREN 

Dravo ¢ Orp., 

Pittsburgh. 





WEDNESDAY MORNING, OCT. 12 
Management Improvement 
Programs 
DAVID WOELLNER 
Consolidated Vultee 

wiey 1) egg, | 


A Central Intelligence 
Program for Management 
RAY R. EPPER' 


burroug! Corp., Vet! 





WEDNESDAY MORNING, OCT. 12 
Gathering the Facts for 
Streamling Procedures 
RICHARD NEUSCHEL 
McKinsey & Co., 

Ne 4 York. 


Application of Statistics 
to Business Systems 
ROBERT W, JOHNSON 
Touche, Niv 4 


~ art p 








Addressograph-Multigraph Corp. 
Charles Bruning Co. 

Burroughs Corp. 

Commercial Controls Corp. 
Cummins-Chicago Corp. 

Diebold, Inc. 

Thomas A. Edison, Inc. 
ElectroData Corp. 

Facit, Inc. 

Friden Calculating Machine Co. 
General Fireproofing Co. 
Gestetner Duplicator Corp. 

W. B. Gregory & Son 

Haloid Co. 

International Business Machines Corp. 


sae ee ee ee eS Se ee eS eS eS eS SS SS SS SS eS eS Se Se eS SS Se ee 


Exhibitors at SPAA Meeting 


Lansdale Products Corp. 
LeFebure Corp. 

Marchant Calculators, Inc. 
Monroe Calculating Machine Co. 
Cal Murray, Inc. 

National Cash Register Co. 
Ozalid, Div. General Aniline & Film Corp. 
Recordak Corp. 

Remington Rand 

Standard Register Co. 

Thomas Collators, Inc. 

Times Facsimile Corp. 
Visirecord, Inc. 

Vue-Fax Corp. 

Western Union Telegraph Co. 


([A2 See eSBREBBBBSBSSSSSBBEBeO OB e 


ny pu ous othees and into 


ystems operating departments where 


they can see in action such things as 


forms control integrated data 


and organization for opera 


systems, 
proc SSInY, 
tions research 


| here 


ot the in plant 


will be three major categories 
and 


, and operations re 


seminars: systems 
procedures, electroni 
a choice ot five 
in each ot the three 
not only choose his field 
but his particular within that 
field. Each seminar will be conducted 
on three separate days to allow 


search, with seminars 
classifications so 
that one may 


interest 


more 
Seminar leaders for these 
ex pe rts 
are not associated with the company be 
This will insure 
that registrants see what they want to 
see in action rather than take a public 
relations tour of the company being ob 


participants 


groups will be systems who 


ing observed in action. 


served. 

Wayne University, Chrysler and Bur 
roughs will each show the organization 
required for an electronic survey. In 


80 


tegrated data processing will be studied 
at Aleoa, Desoto and Michigan Bell Tele 
phone seminars. G. M. Tech Center will 
show how it applies electronic data to 
billing and accounting procedures. The 
City of Detroit and another 
Chrysler seminar deal with organization 


seminal 


of a systems and procedures department. 
Ford of Dearborn Carboloy will 
each hold seminars on torms control, 
while Ford of and Michigan 
Hospital Service will review their latest 
developments in work simplifications 
The Argus seminar will study 
operations research as applied to daily 
manufacturing problems. 

Dar KE. Tisdale, 
stated that he 
cerely believe 


and 


Canada 


projects. 


general chairman, 


and his committee sin 
that this year’s program 
offers the soundest and most practical 
approach to an analysis and review of 
the basic management responsibility o1 
efficient said: 
“The operations 
covered this year by recognized business 
experts will provide profitable and usable 


business operations. He 


scope ol management 
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experience Tor those attending. Instead operations research team, the work 


of the old ‘cut and try’ method of indiv shop is for him 

idual experimenting, come to the 8th As a participant, the systems expert 
ISM and hear the results from those who — will have the stimulating experience of 
have already done the experimenting hearing and discussing new developments 
who already have the answers you want “i with acknowledged leade1 ! ystems e1 


SeCSSLOnS panel | 


Registrations are coming in from as gineering. General lead 
lar away as Venezuela (plus an inquiry ers include Dr. John Mauchly of R 
from Germany). The principal com ington Rand; Hugh Wichert o 
plaint seems to be that there are too baker-Packard; R. M. Gilmore of 
person to ( hrysler; David Woellner ot Consol 


attend. Obviously with 16 seminars and dated Vultee; John Dethman ot Ford; 
Clifford I. Haga of the University 


many sessions Tor any one 
21 general sessions nobody can take in Prot 
everything. But the committee planned of Minnesota and many 
in that way so that every delegate, no nized in particular fields of method 
matter how specialized his interests, can management 

find a full program to his satisfaction. The workshop’s 


The conterence is called “An Invita atmosphere of shirt-sleeve 


toa tree exchange ot ideas 


other recog 


relaxed, round table 


essions will 


tion to Stimulation” and it will be just be conducive 


that to any businessman desiring to 


henefit trom the latest developments in entertainment program 


And there are tootball game , a complete 
for 

husiness management systems and pro grand banquet on the 
cedures. It is a flexible, hand tailored football ova 
program tor the executive who has wo! (Michigan 


dered how he mght improve the inte) Detroit La 


nal operations of his company with s) The general 
tems and procedures If his firm is 1 pag and 
terested in investigating electronic ap tlable trom 


plications to modern business problem Pioneer 
or the techniques and functions of an St.. Detroit 


Reviewing the list of industries which will provide in-plant seminars for the 8th International 
Systems Meeting in Detroit this month: Wendell Fathers, Detroit Edison Co.; Frank Engle 
American Incinerator Co.; Dar E. Tisdale, Pioneer Specialty Co.; Charles C. Chase, M. W. Kel 
logg Co.; Edward Hagen, Square D. Co.; Lawrence Peck, Detroit Inter-Insurance Exchange 
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Colgate-Palmolive Company's new office building in Louisville is a completely air-conditioned, 

two-story structure which serves 300 clerical workers. Designed and built by Kentucky firms, 

the new building features glass brick, aluminum and St. Meinard’s stone. The office is Colgate's 
billing and accounting center for || states. 


Ormsby and Fourt! streets, Teatures 
&2 gate- Kentucky St. Meinard’s stone, glass 
brick 


and aluminum on the exterior, and 

- * i approximately 25 000 sq tt ol 

Palmolive . working area on each floor to serve more 
hi 300 clerical workers 

This is a billing and order-handling 

N center tor the company’s operations in 

ew 11 southern and middle western states. 

In addition, a variety of clerical fune 


* tions tor the company’s Jeffersonville, 
Accounting Ind., plant will be performed here. 
Architects Jose ph and Joseph of Louis 

ee a ville designed the othees tor maximum 
Offices if employes comtort and = ease ol main 
tenance. The entire building is com 

pletely air-conditioned. Wide eaves and 

Kentuck glass brick prevent glare and insure soft 
VY light. Vinyl asbestos tile, which needs 

I ax, is used tor the flooring. Kalis 

surfaces, needing no paint, 

NE of the most modern structures ®7© , walls and ceilings. Desks 

of its kind in Kentucky, Colgaté are arranged so that all workers are lo 
Palmolive’s new off building i ‘ated on aisles running in two directions 
Louisville was opened in August. T! A pleasant lunch room, with a large 
two-story building, at 2 For More Information Circle No. 408—» 
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Somer 
Like 


Burroughs 


TEN KEY 


Sour 
Like 


Burroughs 


DIRECTOR 
oOfese 


go08e86 | Full Keyboard 


LE LLL. 
agae« 
gaaee 


wesreres Fi so why not 
ttre | TRY BOTH 


im your office ? 


When you think about adding machines, think first 
about Burroughs—the oldest name in the business. 


Our local dealer or branch is listed in the Yellow Pages. Burro ighs Corporation, Detroit 32. 





Ave you feeding one in your office? Most 
offices are! He’s that mass of ever- 
accumulating records that bulks up files, 
eats up space, and gobbles up big hunks 
of profit! 

If you have any doubt about this beast 
stalking your office — try these three 
simple tests: 

Test #1 — Do you have an organized 
policy covering systematic retention, trans- 
fer or destruction of all papers and docu- 
ments? If not, you must be feeding this 
elephant! Tremendous savings are pos- 
sible. Assuming you have 50 files, annual 
savings of $3850* will result just from 
the 35% of the records to be destroyed 

100 files double this amount, and so 
on. And savings from “destruction” are 
only a drop in the bucket! 
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this 


white elephant 


iS 
made of 


paper 


Test #2 
or file a paper in your organization? It 
should not take longer than | minute. If 
it does your company probably needs a 
Records Analysis. 

Test #3 — When you ask for a file by 
subject instead of by name do you get all 


How long does it take to find 


the records pertaining to that subject — and 
are they in order for best use? A subject 
file is the backbone of a record-keeping 
operation — the source of vital facts for 
management decisions. Untold dollars 
ride on those decisions! 

Why delay! Get the latest information 
on actual dollar savings possible through 
modern records management methods. 
Get rid of the white elephant in your 
organization. Start today by filling out the 
coupon for this valuable free literature. 


Remington Fland 


DIVISION OF SPERRY RAND CORPORATION 


| Room 2022, 315 Fourth Ave., New York 10 


| Kindly send literature checked 


BSD32 
From Y 
X1200A 


Get 
2 


yur F 


A Ba 


and Destruct 


LBV396 
Filing 
X1615 
Cost’”’ 
LBV676 
BSD5B 
NAME 
COMPANY 
ADDRESS 


CITY 


Sy 


For More Information Circle No 
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machi 


oltieia ! company ! oles 


Jer : Hv 1 1 ¢ specia 


Cw bull ing’, because a Vilial Tes a Is it oO] apart 


; { 


tion and layout de { 


ruc is about 


Office of George 
Weyer Jr., general 
office manager, Col- 
gate-Palmolive Co. 
in Louisville, Ky. 
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ie MC bbiayiM | ais 


can’t buy any better 





_— 2¥ 2 
f 4 
, (CA of 
the \} 
e, a 
| 
—/ 


can’t get a better buy 





0. FE, you've supplied all your typing 


stations with HERMETITE NON-SLIP 


American Carbon Paper Mfg. Co. PROCESSED CARBON PAPERS. you'll 
Ennis, Texas 
know that you're vetting the best that vou 
Capital Carbon & Ribbon Co., Ltd. 
Ottawa, Ont., Canada ean buy plus the most efficient operation and 
: ; highest production. This is true, because 
Continental Ribbon & Carbon Co., Inc. 
2704 Polk Avenue HERMETITE NON-SLIP PROCESSED 


Houston 3, Texas 
CARBON PAPER. with its fabrie-like tex 


Kores Carbon Paper & Ribbons Mfg. Corp. 
43-49 Bleecker Street 
New York 12, N. Y. 


ture, reduces handling time. produce s pertect 
COpLes and weds longer even on ¢ lectric 


Miller-Bryant-Pierce typewriters Write to one of the companies 
Aurora, Illinois , 
listed here for samples of HERMETITI 


Old Town Corp. NON-SLIP PROCESSED CARBON 
345 Madison Avenue 
New York 17, N. Y. PAPER and see for yourself why it i 
Pacific Carbon & Ribbon Mfg. Co. more economical to buy the best: 
1451 Harrison Street 
San Francisco, Calif. 


Write Inc. ermetite corporation 


420 Lexington Avenue 
New York 17, N. Y. Caristadt, New Jersey 


For More Information Circle No. 148 
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More than 
140 MILLION 
a month 


That's right—business houses now use more than 140 
million sheets of WAUSAU IMPRESSION PAPERS 
a month for sales letters, office forms, announce- 
ments, reports and many forms of advertising . . . 
and this is increasing month after month 

This tremendous popularity is the direct result of 
user-satisfaction. In other words, it’s the users’ way 
of saying, “We get the best impressions from 
Wausau Fine Impression Papers” 

WAUSAU IMPRESSION PAPERS are key production 
papers for the three mojor duplicating processes: 
Offset; Stencil Duplicating; Spirit and Gelatin 
Process. 

The complete Wausau Impression Paper line is 
available nationally through authorized distributors 
and stationers. 


WAUSAU PAPER MILLS CO. 


Artisans of Fine Papers 
General Sales Offices 
111 West Washington Street, Chicago 2, Illinois 


Mills ot 
BROKAW, WISCONSIN 
Wisconsin Paper Group 
* 
IMPRESSION PAPERS 
Our 56th Year 


For More Information Circle No. 141 
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Traffic department on the first floor. 


six blocks from Louisville’s main bu hew headquarter 


A. J. Schneider Co., Shiv 
structed the building. The 
heen scheduled tor 


ness district, Colgate employees are not 
bothered by downtown traffie problems, 
vet a number of bus lines are nearby. 
The company has constructed a 100-car 
parking lot across the street 


Oper 
an earher date, 


but the recent telephone strike forees 


trom the a two-month delay he opening 


Colgate - Palmolive's 
purchasing depart- 
ment on the first 
floor. 
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is on the second floor. 


Mailroom and duplicating is on the first floor. 
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I'M “Stretchy” 


_.. The ARCO Band-Man 
HERE TO TELL YOU WHY 


rF*, 


” 
’ 


a7 g th 4 
Ve [™ Vit 
4 


BANDS ARE BEST 


They never get Jumbled— 
Use ‘em blindfolded! 


(2) ore Bands are . 
Strongerand .. . 
S-T-R-E-T-C-H-1I-E-R 

£3) Open-Ring Bands are much 

easier to handle and apply 
te (\ / /” 
They Just Can't Tangle. 


ORDER FROM YOUR STATIONER 


~ 
ALLIANCE RUBBER CO., Hot Springs, Arkansas TO-10 


Please Send FREE Sample of ARCO OPEN-RINCG 
STATIONERY BANDS 


Firm Attention 
Address 


My Stationery Dealer Is 
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a 
W. ROY HARRIS 
Vice President 


DAN C. McKAY F. J. RING 
Secty-Treas. 


NBFA President 


Annual Convention of 
Independent Forms Distributors 


YPECIAL features are being planned every type of business forms systems, 
lor members and manutacturers who vill display the ir products and cooper 
attend the tenth annual convention ate member companies on gen 


t National Busine Korms Associates 
at the Edgewater Gulf Hotel, Edgewater 
Park, M ss., trom October DS TO Novem 


her 3 It is « x pected that over 175 mem 


with the 


eral sales promotion projects. 

An interesting and educational pro 
yram has been arranged by Dan C. Me 
Kay, NBFA president. Mr. McKay is 


Forms Serv 


bers and their independent manufactur also president of Business 


will be there Members of NBFA ice, Detroit, and one of the six charter 
Ss) key ©) from coast members of NBFA The convention’s 


now op rate in 
business sessions get under way on Mon 


to coast Manufacturers, who produce 


The Edgewater Gulf 
Hotel in Edgewater 
Park, Miss., where 
NBFA members and 
guests will meet this 
month, 


For More Information Circle No. 416—5 
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That Works! 
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open shelf filing units 


Borroughs units will save you up to 50% of the space used for 


ordinary filing equipment, and over 50% of the original cost 
of conventional files. They give you double the filing area for 
less than 2 the cost. Contents are instantly visible and acces 
sible at all times, for any size person. Sliding shelves are 
odjustable without bolting. Dividers snap into place at any 
desired point on shelves, and slide with perfect ease. Units 
available in 72” and 84” heights—12” and 24” depths—out- 
side width 36’. Open front, single or double faced. Save 
Open Shelf Files . . Steel Shelving time in filing, finding or referring...switch to Borroughs. 
Write for catalog. 








BORROUGHS MANUFACTURING COMPANY 


A AR j 1—E AMER 


3002 NORTH BURDICK alll KALAMAZOO, MICHIGAN 


For More Informafion Circle No. 136 
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Amazing 


Language of 


Numbers 


ROY HOPKINS 


One time Assistant Editor of the 
London (England) “Economist” 


NOW WF | 


py 


De, i} 
Sat, 


7 








A whimsical engraving showing two great 
scholars (Boetius and Pythagoras, born a 
thousand years apart) disputing the merits of 
Hindu figures versus Roman numerals. From 
Reisch's "Margarita Philosophica,” 1503. 


BOUT 600 YEARS AGO, the occn- 
pants ol board rooms and counting 
houses were engaged in a discussion 

which 

the whole European continent and, for 
that a great part of the discov- 
ered world. A great struggle was going 
on between the supporters ol the ten 
new-fangled, but flexible and nimble, In 
dian number signs then invading Europe 
after a journey through Arabia, and 
those who argued in favor ot retaining 
those classical beauties, the dignified and 

The question 
was argued between some of the great 

est world scholars. 


on a subject was then exercising 


matter, 


chaste Roman numerals. 


The coming to Kurope ol these ten 


Indian symbols { ae oe Se ae Oe 

9), figures which are employed today 
with such ease in all our accounting and 
calculations, was part of a great reform 
movement sweeping away the cobwebs 
of centuries and paving the way for vast 
discoveries in and commerce. 
Without number reforms, details 
of which are related later, progress could 


not have been made. 


SCIleNnCe 


tnese 


Primitive man experienced the great 
est difficulty to count on his fingers be 
yond three. Perhaps the supernatural 
aspect of three accounted for a dread ot 
further. But better vision 
came, tear five was 
reached. Then, with fingers and toes 
combined, counting reached the dizzy 
height of 20. 


rong SOOT! 


Was overcome and 


birth and 
group numbers; thinking of 
numbers in convenient, easily handled 
packets of five or ten. The seore and 
dozen followed. Sixty was favored by 
the Babylonians and traces of this pref- 
have survived through the 
(the number of seconds in a min 
number of minutes in an 
Egyptians must have 
thought to this 
grouping method, for on a macehead in 
the Ashmolean Museum, at Oxford, Eng- 
land, large round numbers are found 
which high counting ability: 
400,000 oxen, 1,426,000 goats and 120, 


From fingers emerged the 
growth ot 


erence 
turies 
ute and the 
hour). The early 
given considerable 


cen- 


suggest 
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Wiflesinsae makes 
ribbons for 225 
office machines 


Machines vary. So do operators. And job requirements 
vary, too. But two needs are constant the need for clear 
legible work and the need for economical production 


Webster meets these needs with a wide variety of inked 
ribbons for specific machines and specific kinds of work 
They are made from the finest materials, either silk, long 
staple cotton or nylon. And there is a wide choice available 
in color and ink intensity. 


Naturally, these fine ribbons are unconditionally guar 
anteed. Webster introduced the first non-filling typewriter: 
ribbon in 1889. Since then they’ve been precision made and 
carefully inspected, inch after inch, to insure uniformly good 
service. 

The ribbon that does high quality work, dependably and 
economically, is the best ribbon for your office. Your wisest 
choice is Webster’s . . . consult your nearest dealer or write 
to us directly. 


F.S.WEBSTER COMPANY 


8 Amherst Street, Cambridge 42, Massachusetts 


antl a 


For More Information Circle No. 169 
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The 4-way 
calculating 
champion 
beats your 
competitors! 


a Fe 


Ten and out! Winner and still champion 
— the Facit ESA-O! Yes, the world-famous 
Facit 10-key system — so simple that your 
office-boy can be a calculating expert with- 
in fifteen minutes — is unbeatable when 
figuring out the answers you want during 
a long-distance call or an important con- 
ference. It’s the world’s smallest fully auto- 
matic calculator and takes no more space 
than a telephone on your elegant desk. 


ie 


Everybody likes the Facit ESA-O because 
of its fashionable design and outstanding 
quality. Thousands of Facit calculators have 
been used day after day for twenty years 
— and more! — and they are still helping 
their owners to a better office efficiency, 
saving lots of money all the time! Why 
don’t you ask for our illustrated brochure 
FB 24 and find out what Facit can do in 
your case ? 


FACIT 


CALCULATOR 


WORLD'S MOST 
EXPORTED CALCULATOR 


FACIT INC. 


404 Fourth Ave., New York 16, N. Y. 


114 Sansome St., San Francisco 4, Calif. 


For More Information Circle No. 157 
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000 captives. How these were enumer 
ated is mainly a matter of speculation 
Perhaps some form of group counting 
in compounds helped, but the evidence 
proup 
Group counting subsequently 


in tavor oft numbers is) in 
est apable. 
vyave man the idea of all manner of 
weights and measures. 

A bright smal] 
ot sticks in place ot fingers caught on. 
Small 
pebbles settled problems in simple arith 
metic, While Babylon improved upon the 


idea by trimming the end of a reed to 


idea ot using pieces 


Hlere was a more lasting record. 


impress figure symbols in damp clay. 

The little pieces of stick became longer 
entries were repre 

The notched stick 
idea is not so barbarous, after all, for 
well to remember that 
antiquated notched sticks, or tal 
lies, were kept by the British Treasury 
until comparatively recent times. In 
deed, if these wretched pieces ol 
which were the cause of the de 
struction by fire of both Houses of 
Parliament at Westminster, London, in 
1834. Notwithstanding, state treasuries, 
merchants, zealous priests and counting 
houses looked upon the tally or notched 
stick through the centuries as a trusty 
companion in carrying on affairs. 

Ot all the 
ingenious man to capture the number 
world, none has had a more lasting sue 
a popular reckoning Instrument 
This ubiquitous instru 


and hookkeeping 


sented by notches. 
stores ol 


if 1s 


thie ™ 


Was 


WO ad 


instruments provided by 


CeSS as 
than the 
ment was known to the Egyptians and 
The Greek product was 
a primitive affair, probably 
of three 
Into 


abacus. 
Greeks alike. 
consisting 
upnght 
On these 
spikes would be filed counters, made of 
clay hole in the 
These counters would be set out on the 
total to be re 


eounter on 


iron fastened 


a flat wood base or stand. 


spikes 


burnt with a center. 
abacus according to the 
For instance, 
first file 
counters on the next file of 


corded one 


the unit or would indicate one, 
tens 
third 
or hundred spike four counters would 
400, thus giving a total of 421 


tu 
two 


would represent 20, and on the 


represel t 
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Our fingers and toes were our first counting 

device. From them we got our decimal system, 

and words like digit (number under |0), dec- 
ade (10) and score (20). 


in all. Here the decimal or finger story 
was transterred 
more permanent 

But let us return for a brief 


real 


from the hand to a 
register, 

moment 
to glance quickly at the basis, in 
early this 
for design for numbers is a language by 
itself! when with the 
symbols of 
subtracting, ete. The signs 
pattern. Simple straight 

up to nine, except for China, with varied 


signs for groups Trom ten onwards I} 


times, of number language, 


additional 
1,1 


acaaing 


taken 
direction, such as 
tollowed “ 


single troke 


Kgypt astute priests were cleverly count 
3500 B.C... astound 


ing from the year 


credulous with their caleul: 
Babvlonian 


their cut 


peasants 
tions. merchant it 


reeds in the damp cla) 





3000 B.C., while in China perhaps close 
to 300 BA sticks, or memory 
sticks, like were in use for 
two and three. 


match 


these one, 


= became = 


became = 


From 3500 B.C. to 500 B.C. is a giant 
which introduces us to a fresh 
chapter on numbers. struggle 
to find ¢ numbers, a 
brewed in 

which even to this day provides an ex 
tensive field of research. Here we must 
pay tribute to Pythagoras the 
Greek philosopher. 


stride 
In man’s 
Xpression in magic 


potion being Greece, 


was 


great 
He was a man with 
brought to numbers a 
knowledge; he brought 
them to life; he claimed that everything 
in the world was numbers; he provided 
numbers with sex 

The 
odd 


Was 


“a mission. He 
background of 


female; the 
numbers, One, the number, 
neither nor female, but the 
beginning of all things. One, was good 
or God. From it came all the things on 
earth that were noble and_ beneficial. 
Five was the ideal marriage number, 
uniting two and three in wedlock. Six 
was five plus one, marriage and child, 
seven might have been the family num 
ber. So taught Pythagoras. Yet Pytha- 
goras told of wonderful things which we 
value today. (Pythagoras also put num- 
bers into music, but space prevents more 
than this bref mention and this also 


even numbers were 
male. 


male 


applies to the scholarly story of Chinese 
savants with their remarkable study of 
permutations. ) 

With the arrival in Europe of the 
Hindu numerals, the scene was dramatic- 
ally changed. Although in Italy users 
of the new signs were at first consigned 
to hotter regions, nothing could hold 
back the opening of new worlds to con- 
quer with the infidel The two 
miracles of the Hindu importation were 
(1) the zero or nought sign and, (2) 
positional value. These two convertions, 
for such they were, combined and en 
abled the trend of 


Signs. 


science to assess 
events to come. 

Let us clearly understand what is “po 
sitional value.” The figure five appears 
in each of the following totals: 1 2 5 
15 2,51 2. In the first total it 
“T am only worth five units.” In the see- 
ond it says, by an illusionist’s trick: 
“Now I have changed in value to five 
ten or fifty,” merely by the simple juggle 
of moving a step along and, “I am now 
worth 500.” Could anything be more 
disarmingly naive? Yet it was these 
simple convertions which eventually en 
abled mathematicians to explore un 
known worlds of knowledge. 

The new figures took Shakespeare by 
surprise for he says in Henry V: “Oh 
pardon! since a crooked figure may at 
test in little place a million.” 

It has even said that if 
medes, the brilliant Greek mathema 
tician, had discovered and brought to 
fruition the Indian zero sign and posi 
tional (and there is no apparent 


Says: 


A rchi 


been 


value 


ontinued on page 
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The number 42! expressed on the abacus, a Roman stone, 
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in the Middle Ages and in the 


“new” Hindu figures. 
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TEN YEARS OF PROGRESS! 


NOW... FROM MAGNETIC RECORDING INDUSTRIES, 


pioneers in magnetic disc 
dictation systems... 


A TRIUMPH IN 
AUTOMATION AND 
FUNCTIONAL DESIGN 


Practical beauty the 
VOICE-MASTER CHAL 
LENGER is housed in 
Kalistron, the tougher 
than-stee! miracie fab 
ric, and trimmed with 
100% cowhide Choice 
of beautiful decorator 
colors to match your 
office ensembie 


Never has dictation been so 
luxuriously simple . . . so completely 


reliable ... so ful j 
- ly automatic... The CHALLENGER is the newest addition to the 


e Push-button remote control for talk, listen and VOICE-MASTER family . . . a complete line of 
instant review. modern dictating and transcribing units. A de 
@ So small it disappears inside your desk drawer sign for every job and budget from a low 
@ Just 10 Ibs., ready to travel anywhere. $185 up. 


® High-fidelit 

prAna ae = ee exclusive self Why consider anything less, when the finest con be 
9 magnetic noodle. yours for as little os $3.50 o week! The all new VOICE- 

@ All plug-in components for instant service any MASTER CHALLENGER carries a sensational S-yeor 

where. check-up warranty and can be tried under ovr unique 

test-rental plan. 


@ Instantly reusable discs are foldable, mailable. 
@ Split-second multiple loading for a full hour's 
dictation. 
— MAGHETIC RECORDING INDUSTRIES 
utomatic error correction. 11 fast 16th Street + New York 3, N.Y. 
@ On-the-dise indexing. Algonquin 5-7250 
For More Information Circle No. 112 
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NSOEA 
Silst Annual 


Convention 


In Chicago, 


October 1-5 


Gen. Carlos P. Romulo Ken White 


102 


Leonard B. Wilcox 
NSOEA President 


QO FEATURE of importance to sell 
ers OL stationery, office supplies and 
equipment overlooked in 

planning the program of the 51st annual 
convention and exhibit of the Nationa! 
Stationery & Office Equipment Assn 
which October 1 at the Conrae 
Hilton, Chicago. The greatest exhibit o! 
stationery, equipment and offices 
furniture will open at noon on Saturday 
to allow retailers to their 
to Chicago to this 
nie rehandise. 


has been 


Ope ns 
othee 
sales 


bring 
borees View tremen 
Nowhere 
a complete exhibit of this 
industry be seen at one time. A 


feature ol 


dous showing of 
else can such 
special 
will be a 
The actual 
building of a store as part of a hotel ex 
hibit was a tremendous undertaking, at 
tempted by few trade associations. 
NSOEA built and stocked a stationery 
store last and seeing it inspired 
hundreds of retailers to develop a mod 
ernization program of Last 
year’s model store was practically dupli 
cated in many instances with almost un 
behevable 


this year’s show 
model office furniture store. 


year 


their own. 


increases in sales volumes be 
ing reported. 
Over 93% ot 


NSOEA 


retailer mem 


wt 


Robert Kazmayer Jack Klein 
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NSOEA Convention Program 


SUNDAY MORNING, OCTOBER 2 
NON-DENOMINATIONAL RELIGIOUS SERVICE: Howarp Burr Jr. Frep 
SMITH, KARL STEELE, FAGUE SpRINGMAN, 


MONDAY MORNING, OCTOBER 3 

AVOIDING THE DARKNESS: Leonarp B. Witcox, Roberts Printing & Stationery 
Co., Hutchinson, Kans. 

EDUCATION AND BUSINESS—AN IMPERATIVE PARTNERSHIP: A. Boyp 
CamppBec., President, Chamber of Commerce of the U.S. 

U.S. BUSINESS AND THE CHANGING WORLD PICTURE: Rosert KazMayen. 

TODAY’S WORLD—TOMORROW’S GOALS: Gen. Cantos P. Romuro, Philippine 
Representative to the United Nations. 


TUESDAY MORNING, OCTOBER 141 

RETAILERS: Ivan ALLen Jr., [van Allen Co., Atlanta; Jack Kirin, Klein Institute 
of Aptitude Testing. 

MANUFACTURERS: J. L. Mann, President, Sturgis Posture Chair Co., Chicago: 
NATHANIEL Leverone, Chairman of the Board, Automatic Canteen Co. of 
America; Homer Lay, Manager of NSOEA., 

FIELD MEMBERS: Art Prister, Smead Mfg. Co., Hastings, Minn. 


TUESDAY AFTERNOON, OCTOBER 1 
LUNCHEON: Dr. T. V. Smiti, Maxwell Professor of Citizenship and Philosophy, 
Syracuse University, N. Y. 


PREVENTIVE HEALTH MEASURES FOR EXECUTIVES: Dr. Roser L. 
Parker, Associate Professor of Medicine, Dr. Howann P. Rome, Professor 
of Psychiatry, and Dr. James ©. Cain, Assistant Professor of Medicine, Mayo 
Foundation 


DYNAMIC FURNITURE MERCHANDISING: Ken Wuiture. 


WEDNESDAY MORNING, OCTOBER 5 
ARE WE KIDDING OURSELVES?: Dr. Raten DeArmMonn Cries, Research 
Consultant. 


DOING BETTER WHAT WE ARE ALREADY DOING SO WELL: Ivan Aten 
Jn... van Allen Co., Atlanta. 











bers have office furniture departments, and conference rooms will be displayed 


vet many of these do not offer complete — in colorful settings, each grouping com 
decorating services. The model office plete with its wall and floor coverings, 
furniture store at the convention has lighting fixtures and accessories. Moy 
heen designed by Ken White to startle able partitions or dividers will be of dif 
the industry with a dramatic view of ferent new materials which any retailer 
the tremendous opportunity for them in can use in any size store. But behind 
the furnishings field. Individual offices the entire design will be sound principles 
suites graduated from mode rately priced of merchandising Ineluded will be oa 


ones up to luxurious executive offices gilt and accessory department The 
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AZOGRAP 


the new 2 in 1 duplicator 


1—the new AZOGRAPH duplicating process is the fastest 
and lowest cost duplicating process with complete cleanliness. 
2—the AZOGRAPH duplicator can be used to produce spirit 
(aniline dye) copies. 

For information call the A. B. Dick Company distributor 
listed under Duplicating Machines in the classified section of 
your phone book. Or write A. B. Dick Company, 5700 Touhy 
Avenue, Chicago 31, Illinois. 


AB DICK 


THE FIRST NAME IN DUPLICATING 


FULLER & SMITH & ROSS INC.—A-2634 
Office—October, 1955 


For More Information Circle No. 312 





model store along with all the 375 mer- 
chandise exhibits will be open every day 
from Saturday, October 1 to Wednesday, 
October 5. 

Because of the success of last year’s 
Sunday morning services conducted by 
laymen, Howard Butt Jr., Texas grocer 
and preacher, will lead a non-denomina- 
tional religious service in the hotel’s 
main ballroom at 10:30 a.m. At 3 p.m. 
Sunday, the ladies hold their annual re 
ception and tea. 

The first general session opens Mon 
day morning, October 3, at 9:30. Speak- 
ers selected for their knowledge of this 
changing world and our national picture 
will be A. Boyd Campbell, president of 
the Chamber of Commerce of the U. S., 
and Robert Kazmayer, world traveler. 
NSOEA’s president, Leonard B. Wilcox, 
will tell a fascinating story of traveling 
the “light” route. Gen. Carlos P. Ro- 
mulo, Philippine representative to the 
United Nations, will speak at Monday’s 
luncheon. 

Following the general practice, the 
three divisions of NSOEA will hold 
separate sessions on Tuesday morning. 
The retailers will meet under the chair- 
manship of Ivan Allen Jr., Ivan Allen 


Co., Atlanta; the manufacturers under 


J. L. Mann, Sturgis Posture Chair Co., 
Chieago; and the field members under 
Art Pfister, Smead Mfg. Co., Hastings, 
Minn. The retailers’ program will in- 
clude a clinic on aptitude testing of 
salesmen, conducted by Jack Klein of 
the Klein Institute of Aptitude Testing. 
Mr. Klein will test actual salesmen, who 
are unknown to him, and report on their 
potential effectiveness. After his report, 
employers of the men tested will be 
asked to eorroborate or challenge the 


judgment of the testing institute. 

On Tuesday afternoon there will be a 
round table discussion led by three doc- 
tors from the Mayo Foundation. 
specialists in medicine and psychiatry 


These 


will discuss the preventive health meas- 
ures which can be taken by businessmen. 
There will follow a talk on the merchan- 
dising of office furniture and accessories 
by Ken White who has designed more 
than 450 stores and whose model store 
will be on view. The ladies will see Cin 
erama Holiday that afternoon and the 
annual convention party will be held 
Tuesday evening. 

The last day’s general session will hear 
from Dr. Ralph DeArmond 
search consultant, on the second of 
NSOEA’s management series, The In- 


Cies, re 


Sketch of the model office furniture store which will be built at the NSOEA convention in 
Chicago this month. Designed by Ken White, it will be the last word in office furniture 
merchandising. 
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One of the many actual stores which were inspired by the model self-service store at last 
year's NSOEA convention. This is the Hall Stationery Co. in Topeka, Kans. Every shelf and 
fixture in the 18 x 130 ft. store was replaced with steel wall and island fixtures. The only depart- 


ments not converted to self-service were the photo, pen and office furniture sections 


Although 


the store was closed June 1-26 for the remodeling, June sales were still 71% of last year 


because commercial customers were given special ‘backdoor’ 


1954, he 
Primer to tell 


in their busi- 


ventory Vanual In 
Your Product 
how to make 


ness through proper accounting. This 


presented 
retailers 


more money 


vear Dr. Cies will review the new man 


ual which deals with proper stock con 
trol and inventory records. 
In billboard type, Ivan Allen 


Jr. will report for the planning commit 


fiant 


tee on what a good manager must know 


to he successtul, and the services planned 
by NSOEA to bring this knowledge to 


its member The voul ot the planning 


committer better profits to dealers, 


106 


service during the changeover. 


better service to customers, hetter out 


lets for manutacturers, anu better prices 
to users. The annual election of officers 
1 '] 
ladies will 


see Sabrina Fair on Wednesday after 


will close this sessior The 
noon and the annual banquet and dane 


takes place that evening 


The comple te conventiol 


program 
pears on these pages and additional 
formation can be had from Paul E. 
bank, executive director, National 
Office Equipment Asst 
Building, Washinet 


hhonery « 
Investment 
 < 


THe Orrice—October, 1955 














The Weighs 6'2 ibs 
most 
expensive 
adding | Adds to $10,000,000.00} 
machine 
in 








| Visible Adding Dials} 














Short Stroke Handle| 








[1 50 Operations per Minute | 


WORLD! f | 2 Color Ribbon | 














| Fully Guaranteed | 





At better Office Machine Dealers or write to 


SWIFT BUSINESS MACHINES CORP. 
Great Barrington, Massachusetts 


For More Information Circle No. 134 
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The Macey Collator 


... which automatically gathers printed sheets 
and mixed pieces of varying weights and sizes... 


now sold & serviced by 


Pitney-bowes 


Originators of the postage meter .. . leading 
maker of mailing machines ... with offices 
in 94 cities in the U.S. and Canada 
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This 8 station model will 

gather up to 32,000 pieces 

an hour... handles sheet sizes 
from 3° x5" to 12" x17"... Also 
available in 4, 12 and 16 station 
models... Can be equipped with 


automatic stacker, and wire stapler 


Fast « efficient work saver-— 


Gathering or assembling by hand is 
slow and tedious, usually takes a lot of 
time, a lot of people, or both; disrupts 
office routine, diverts high salaried 
workers from their regular jobs. 

This new Macey Collator is highly 
efficient, easy to operate—can gather, 
stack and staple from 3,000 to 4,000 
sets (as many as 64,000 letter weight 
sheets) an hour on the largest model. 

It is wholly automatic, and extremely 
accurate. The top sheet is lifted by air, 
carried by suction to the conveyor 
tray. Each collated set is checked for 
thickness. A faulty set will cause a 
stoppage, which is indicated by lights, 
and can be remedied in seconds. 

This machine is worth its cost in 
convenience alone, and soon pays for 
itself in personnel problems avoided, 


time saved, and faster distribution and 
mailing. Hundreds of users find the 
Collator invaluable in assembling form 
letters, bulletins, price lists, catalogues, 
instruction manuals, etc. 

The Macey Collator is now backed 
by Pitney-Bowes expert service coast 
to coast. Call the nearest PB office for 
information, or send coupon for free 
folder and case study. 
eeoeeeeeeeseces 


Free Booklet te 
Pitney-Bowes, Inc. 

3401A Crosby St., Stamford, Conn. 
Send illustrated folder & case study 


Name 





Firm 





Address 
@eeeeeecoeoeaee eee eeeee 


For More Information Circie Ne. 110 
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How a Bank Keeps 
Complete Personnel Records 


WILLIAM L. BARTON 
Assistant Vice President, East River Savings Bank, New York 


DEQUATE 


banking Stalis have 


personnel records Tor 
heen a 
Ith MNOs l ut) S. All 


letter 


long 
probl mm 


banks ree trom 


vyovernment agencies, s and busi 


ness organization Intorma 
lorme! tall 


of whom had 


ion about members, some 


Heen emploved ten, 15 or 


20 years ago. Althoug! 


employ mer rec 
ords are ava able, 


ademic, | 


eomplets proles 


sional, yusiness and medical 


histones are needed supply 
que sted or pe! 


The East River S; 


0 huild H complete 


tinent 


4 . . 
Bank deeided 


{ 


1 records 


lo! 
our stall which would uce our worl 


picture ot 


n reply ng id 2 a fairer 


he « staff member to inquiring 


cles Wi began by a ! a 


agen 
study of 


the record eurre! collecting 


sample records trom other organizations 
throughout the eountryv, and then set up 
tentative Torms We are 


et duplicated 


now using 
that we 
When the 
considered satistactoryv, we will 
We do not 


forms 0 
make 
j 


oras are 


pertinent changes 


CO} sider 
the \ 
ur 


have them printed 
oul personnel records pertect, hut 


are adequate and extremely useful. 


records include 
Application Letter 
Copy ol Repl 
Check List 

‘Transactior 
Application 
Interviewer’s Review 
Payroll Authorization 


Letters of 


Kmploymer 
I 


Sheet 


Recommendation 


Bonding Inve stivatior korm 


Personal H 
Kmployment 


tory Reeord 
Forms 

anit 

f(opyvy of torn 
Handbool 


and Practices 


ot Stall 


110 


( Oopy ol 


Health Re port 
Pertormanes K valuation Reports. 


Suggestion System Re cord. 


Mise llaneous 


attendance 


transter, educational, 


and vacatiol records. 
jacket containing all 


Personal pertl 
nent papers 
permanent record ot 
They 
let 


up-to-date In case ofl 


‘| hese hy eome the 


eacl stall member employed, 


should be kept 


terminati 1 ol employme it, a copy ol 
the terminal interview with the director 
of personnel, a letter of resignation and 


terminatior record is files 


The first form we worked on was at 

application record It ineludes such 

items as name, 
id 


ad Ss, neares "li ve, ave, 


birth, permanent 
a \ marital 
military sery 

names ol three 
reference. This infor 
0 GISCUSS ¢ mployme nt 

possibil applies ro! 
that the 


Employ 


pe sal 


& positior made certain 


lorm con 1 W our Fair 


ment Practice 


Statutes, and sugyvest, i 


those states where such laws are in eltect, 
that s a good idea to have the 


orm 
approved by the State Commission) 

Next, we 

a personal history 

| 


alled 


were conce}r! ed with the c 
record, 


] 


let story and an « 


( education, | 


perience record TI includes a ¢o1 


tinuous case history ot the position filled 


a im f employment, later assigi 


1 enc! 


ments, promotions, al F ot 


It is a valuable guide when advising pet 


of their progress in planning 
for their advanceme1 

Personnel polis — an ‘ | ‘ the 

Pavings al are up 

personnel de 

administration 

zed the im 

luding 
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You'll find this splendid equipment 
serving faithfully in insurance, commercial 
and industrial concerns everywhere, from 
the smallest to the largest . . . and also in 
federal, state, county and municipal offices, 
coast to coast. It sets the standard for 
economical, dependable photocopying the 
nation and the world over! 

If your requirements are small or moder- 
ate, it will serve you well. The PHOTO- 
STAT Instant Copier and Model Junior 
machines save time and money in any 
office, anywhere. Or, if need be, our larger 
automatic models will provide the answer 


photographic 


copying 


equipment 


to your copying problems. 

Together with MICROTRONICS® 
Micro-film equipment .. . now manufac- 
tured by PHOTOSTAT CORPORATION 

. we provide the greatest variety of fine 
equipment available for copying and pre- 
serving records of all kinds on both paper 
and film. 

Let our trained sales-service representa 
tives, coast to coast, advise and aid you. 
Your inquiries will receive our prompt and 
interested attention. Feel free to write us 

. . no obligation! 


PHOTOSTAT CORPORATION 


PHOTOSTAT is the trade-mark 
of PHOTOSTAT CORPORATION 


299 STATE STREET, ROCHESTER, NEW YORK 
Service offices in all principal cities 


and in Toronto, Canada 


For More Information Circle No. 135 
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ADDO-X’s light-as-a-dove’s feather touch, 
short key action — minimizes finger travel, 
saves operator's energy. The STEP-O-MATIC 
lever offers you calculator performance 

at adding machine cost when multiplying.” 
No other adding machine is so saving of 

your operator's time and energy. 

Write for literature? today. 


ADDO MACHINE COMPANY, INC 


145 WEST 5/TH STREET, NEW YORK 19, N. Y CIRCLE 5-46960 


WEST COAST BRANCH 
WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5-224 


For turther details mail this advertisement with your letterhead. 


For More information Circle No. 133 
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EAST RIVER 


CHECK LIST FOR 


PROCESSING 





SAVINGS BANK 


PERSOWNEL 


TRANSACTIONS 





EMPLOYMENT 


TERMINATION 











APPLICATION COMPLETED 





Tax WIiTHMOLO ING CEeaTiFicate 


WOM. STATE RESITOENT 


Tan Cano ff 


HOSPITALIZATION CHROLL MENT CARO PREPARED 


GROUP LIFE IMS URANMCE ECwROL i wENT PR erento 


WOME ADDRESS CaeOo FILED 

Sono Aver 1catiow 5 oams rpetraeto 
stare WAND BOOR PRESERTEO 

savenv ieuee’s eavias ro 

Paveort _AuTmon zat 10m PRE PaREO 

we CAL Examination FOomus PHetranto 
JAVESTIGAT ION atouesT LETTee maiieto 
veasona 


MEFEREMCE LETTERS marito 


PERSOWAL HISTORY CARD PREPAREO 





MAME ENTERED ON CHRONOLOGICAL eostees 
PERS Omar sacar acraste - 
1OCNTIF CATION CAnOS 'Ssueo 
IMVESTIGATION CompLereo 
PEFERENCE CHECES COompLeteo 
eorcat ac peat ace t vee 

SL anKET BOND ACHHOWLEOGEO 
Smne.18e_18 wosesres ser 100 PL0e 
CMROLLEO tn se ove cive (eS UP ARCE PLan 
Sua or.to 18 PENS 108 Pian 

_Ptar cauance stvice form rRErarto 

h.. er enamance acvice Form #tctivts 
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staff handbook entitled The East 
and YOU has been published. 
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Make 
This TEST 











+ 


Type a few words. 
Make erasure with 
ordinary pencil 
eraser. Retype — 
can you detect the 
correction? 


Pere, 
se, 
* ts 


%* 
Neh 
wr tone, WH 











I love Ezerase Onion Skin; there is nothing 
quite like it — it makes typing such 
pleasure — and it’s so simple to corr 
errors — just a regular pencil er 
presto! The mistake is gone and 
all when you retype you can’t tell 
you made the correction. 


j 
Hit 








; 

























This lightweight paper has ONE outstanding feature that 
Onion 


ordinary Pagal do not possess ... . its erasing 
qualities. You see Ezerase Onion Skin has a special, patented, 


surface coating that makes it easy to correct typing 

A regular pencil eraser does the trick. Mistakes brush off so 
quickly . . . so clean, leaving no smudge . . . no muss. This 
special, surface coating also does something elec . .. it resists 
the abrasive action that causes holes or tears in ordinary thin 
papers. You will get , clean e with no holes or 
tears when you use Mi Falls Ezerase Skin. 


a Return this Post Card To-day for TRIAL PACKET. 


| | Please send me a trial Packet of Ezerase, 82 x 11 


Substance 9. | enclose 50 cents to cover the cost. 


|| Please send me a free sample book showing the 


complete line of Millers Falls Ezerase. 


Name . 





Company 
Company Address 


City Zone State 


Millews Falls 
EZERASE Onion Skin 





White only, Substance 9, Cockle finish is avail- 
able from your printer or stationer in sizes 
81, x 11, 814 x 13, 814 x 14 in handy 100 sheet 


packets or boxes, also attractive, economical 
500 sheet boxes. 


Printed “COPY” second sheets, marginal or 
diagonal, are available in size 8!/, x 11, Sub. 9. 
Legal marginal ruled is available in sizes 81, 
x 13 and 84 x 14 in Subs. 9-1 3-16-20. 


Ezerase is available to your printer through 
national distribution in standard large sizes 
and heavier weights, Substance 13, 16, 20 for 
letterheads and form work. 











Ezerase is a product of the 
MILLERS FALLS PAPER COMPANY 


Millers Falls, Massachusetts 


This is a sample of Millers Falls Ezerase Onion Skin 
White, Substance 9, Cockle Finish 
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visor summarized the work of the indi tive and too personal. Some light ine 
vidual at the termination of the proba dent, reported by one person, might tend 
tionary period and at irregular intervals to give an unsatisfactory rating 
thereafter. Many times this was subjec We consider an evaluation by a super 
«<—For More Information Circle No. 402 
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Statts Go =PPess ion ® SPEECH ano ove Testy 
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LUGGISH AND vacut 
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PESPOMDS FAIRLY oF 
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visor and department head, at say 
or annual intervals, to be more 
We discussed the needs of 
evaluation 
evaluation 


S1X- 


month 
Satislactory. 
form at 
\ performance 


a record position 


meetings. 
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sheet, embodying modern standards, has 
been set up for each staff member. The 
the reviewed 
heterogeneous 
as to allow 


performance of staff is 
periodically by 


whose composition is such 


groups 
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PHOTOCOPIES... 


even under fluorescent lights ? 





CERTAINLY—without hoods, 
visors or light shields! 
with the new 


“COM PA kK” 


At last, a one-piece photocopy machine that doesn’t need subdued lighting 
or cumbersome light shields! Under bright fluorescent lights, any girl in 
your office can copy anything—in seconds—even pages in bound books. 
These sharp black-on-white copies stay flat and have a dull finish that 
permits pen or pencil notations. The COMPAK is available in two sizes, 
8%” x 14” and 14” x 17”. 





Dept. 0-10105 Chambers St., New York 7, WN. Y. 
t; [] I'd like a free demonstration to see Photo- 


rapid’s operation under the lighting condi 


o 
- 
a check tions in my office. 
and full details 
(] Send me your brochure anc 


about Photorapid. 


NAME_— ——————— 
COMPANY—————_ 
STREET____—_ 
ciTY¥_$———————————— 
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introducing 


EFFORTLESS 


COLLATING 
=n woe Ce 


LOL {L/A/M A/T) 


SEF THE MEW COLLAMATIC E ~are Collator 


National Business Show 
Oct. 24th - 28th 
Collate without effort — without 


fatigue. Collate as fast as you dup- 
licate WITH THE NEW COLLA- 
MATIC — the electric collator de- 
signed specifically for the modern 
office. 

Think of it, an electric collator 
that will cut labor costs in half 
actually pay for itself. An office 
machine that everyone will love 
to operate. 

Touch the automatic starter and 
the sheets are advanced for inspec- 
tion. Touch it again and collate. 
Just touch and collate; that’s all. 

Lots of other features too! Each 
bin will hold more than a full ream 
of paper. Scientifically designed 
stapling and stacking bin insures 
uninterrupted work flow. Positive 
feed, MAGICFEED rollers feed 
right down to the last sheet. Priced 
to sell for LESS than most mechan- 
ical collators. 

» " Be first to have “EFFORTLESS 
Model “800 COLLATING” in your office. Write 
CONSOLE for brochure and the name of your 


nearest distributor. 


I'd like a demonstration of the New Collametic. is ‘ 
pe ee = CoLluamaric 


C) Please forward additional information. a — 


Name Title 101-10 State Highway 23, 
. w 

— ayne, New Jersey 
MOuntan View 8-296 
Street 

City State 
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FAMILY STATUS 
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PERSONAL REFERENCES - 











(Reverse of this form is on the following page) 


comparison among individuals occupy the last salary increases, it was found 
ing positions having similar duties and practical to divide the staff into six 
responsibilities. groups as follows: 

In accordance with this plan, and af November - December Group:  seeré 
ter giving consideration to the dates of taries, stenographers, typists 
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BUSINESS EXPERIENCE 


+ 


SPECIAL QUALIFICATIONS= race 


eta Ta’ 
+ 


MILITARY RECORD - 





SROUP INSURANC 


PHYSICAL EXAMINATION 





January - February 
assistants, assistant 
clerks, supervisors. 

March-April Group 


120 





(Obverse of this form is on the preceding page) 
Group: executive account tellers, service department staffs. 
managers, chief May-June Group: tellers, Christmas 
Club tellers. 
head tellers, new July-August Group: bookkeepers, 
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for 
small mailers .. . 


QUICK 
SAVINGS 


” big mailers 


eA 
Z 


oe FASTER 
SAVINGS 


INSERTING & MAILING MACHINE poys for itself! 


How “fast” is “quick”? You be the judge. Inserting & Mail- 
ing Machine usually gives 80% savings, but the rapidity depends upon 
the size of your mailings. For example, one small mailer using his 
machine only 514 hours a month saves 86%. His machine will pay for 
itself in 3 years. A big mailer, with 92% savings, found his machine 
paid for itself in 7 months. 


ADFOMATION is the answer to lower mailing costs 


Inserting & Mailing Machine gathers up to 8 enclosures, stuffs them into 
envelopes, seals, meters postage or prints indicia, counts and stacks, all in 
continuous sequence. It means new savings, new profits, new mailing facility 
never before attainable with outmoded 

hand methods. See it in action .. . read INSERTING AND MAILING MACHINE Co” 
the amazing experience of a small Phillipsburg, New Jersey 


mailer. Mail the coupon. 
(J Arrange a demonstration in + 


(C Send "How Small Can a Mailer Be? 
INSERTING AND 
MAILING MACHINE CO. 


PHILLIPSBURG, NEW JERSEY 


1 " 
aTnees ERCLOETS = caeggaTs eaTG seTHLOrE seas smenore ems PON aot mele counts 6 wraces 
I Eee 
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EAST 
PAYROLL 


Of Peet et wT 


Oe LOCATON 


TRANSFER FROM Owe 





TERMINATION 





senior and junior examiners, clerical. 
September-October Group : process 

ing, storekeepers, special officers, main 

tenance. 
This 


unusual 


plan, rather than the 


RIVER 
AU 


CHANGE IW SALARY OR POSITION 


DEPARTMENT OR 


SAVINGS BAWK 
THORIZATION 


WEW EMPLOYEE 


DIVISION TO ANOTHER 





—————— 


date” re- 
view of performance, was placed in ef- 
fect in 1948 and has been found to be 
very satisfactory to the management and 
staff as it insures 


more customary “anniversary 


more individualized 
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How To Get Your FREE Ribbon sor ce 


paper ribbon, type this line on your business letterhead 
October issue of The Office.”’ Include make of typewriter and your name. Mail 
to Columbia Ribbon and Carbon Mfg. Co., Inc., 9510 Herb Hill Road, Glen 
Cove, N.Y. *Note: Carhon ribbons do not fit fabric ribbe 


carbon 


Saw your ad in the 


n-using typewriters 


RIBBONS - CARBONS - DUPLICATING SUPPLIES 
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consideration OL pertormane The siz to the department head who reviews and 
ol each group is limited to 40 persons signs the report. The person being rated 
dur ach Teview session. may discuss the report with his super 

The supervisor completes the evalua- visor or department head at any tim 
ion report and signs it. Then it is sent or the supervisor may initiate a confer 





aden . siiesineninatatoasainnge —— 


| 
| 
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Another reason why Hammermill Bond prints better, types better, looks better 


IT TOOK A HAMMERMILL INVENTION AND ‘500,000 
—but now your Hammermill Bond is cleaner than ever 


N° you can sign your letters on Ham 
mermill Bond with added pride. On its 
half-mile trip through our plant, pulp 
for Hammermill Bond has always been 
washed and screened and bleached and 
then washed again. That’s why in the past 
you've found so few specks to mar its 
brilliant blue-whiteness. 

3111 now it’s even cleaner. A Hammermill 
invention that took four years to develop, 
half a million dollars to install, gives our 
fibers one last “bath” just before they go 
onto the papermaking machines. Dirt par- 
ticles are carried away. Only clean fibers go 
to the machines 


Hammermill made this huge investment 
just to Hammermill Bond 
“cleaner than clean’. It’s another of many 
technological advances that make Hammer 
mill Bond 1) print better, 2) type better 
3) look better. Printers everywhere use 
Hammermill Many display this 
shield. Hamr Erie, 
Pa. 


, 
make your 


papers 
nermill Paper Company, 


Lay 


—yet 
MMERM EQ, &F 
“ BOND in no more 


and actually less than many other watermarked papers 
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ence to diseuss it with the staff member In the employment, orientation and 
concerned. When indicated, the director development of the prospective banker, 
o! personnel plans a econterence with this is how we use these reeords. Let us 
the staff member, the supervisor, or suppose a person has written to inquire 
both, to discuss the report. about a position. If there is a vacancy 


-—_—_—_—_——_— ————EeE = 
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(Obverse of this form is on page 








OUT 
PERFORMS 
ALL OTHERS! 


99,999,999 


ADDING 


13343 SHER, 
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sold 

and 
serviced 
exclusively 
by 

office 
machine 
dealers 


INE COMPANY 


OOD, CALIFORNIA 





on the staff, we write immediately and 
ask the applicant to call for an inter- 
view. He fills out the application and 
other required forms and is given a short 
verbal history of the bank. The oppor- 
tunities and advantages for any person 
in our bank are outlined. He is told of 


the salary offered, the hours of work, 
our and health program, and 
other benefits are described. A copy ol 
the staff handbook is presented if the 
applicant meets the requirements for the 


vacation 


position. 


We communicate with the 


personal 








Review of employee's performance 


Pietanct, way es en ny 
wi O1SPOR IT ION UFOm PLOPLE OF ornistion 


Caethut BOT TO OvLe-Curmess it 





188) (erates rons 




















Exclusive Distributor Franchises Available! 


disc dictating -recording 


and transcribing equipment... 


DESIGNED AND PRICED FOR EVERY BUSINESS! 


Here is an opportunity to become part of a 


business that is assured of ever-increasing 


sales and profits in the years ahead. For 


Infra electronic disc-dictation machines are 


designed to reach a wide, waiting market 
priced for all businesses, large and 


smn 


are offered an exclusive t 


ON 
pisc-DICTAT! 
w 
ste NE 


ows! 
{PMENT at THESE su 
£Qu ; ae 
i ice Equip™ 
1 sratione’Y ond office 
jone ¥ 
Nenvention Oct. a ene 
i \ Institute 
moreno OF yo-19 
ae Business Show 


oi Purches 


oct. 24-28 
: 1 
Nation? 


INFRA ELECTRONIC CORPORATION 
RECORDING DIVISION 
Roseland, New Jersey 


and return the ce 


chise, and an extraordinary discount struc 


ture; factory supplied field sales and service 


assistance and training; national advertising 
and sales promotion 


If you have the necessary experience and 


vailable capital, you are invited to comy 


iplete 


ipon helow 


INFRA ELECTRONIC CORPORATION 
Recordir 


» 2 
g Vivisior 


Roseland, New Jersey 
Name 

Address 

City 

Phone Ne 


n interested ir 
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“Heads we keep ’em... 
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sf) tails we trade ’em in!” 


You can flip a coin if you want to, but... 


The sure-fire, economical way to find out when to turn in 
your old typewriters on new Royal Standards is to call your 
Royal Representative. 

He will come armed with facts and figures that will enable 
you to decide exactly which machines should be replaced now, 
and which should be kept around a little while longer. 


Those that should go now can be replaced by beautiful new 
Royal Standards .. . available in six striking colors. 

Besides giving your office that modern, up-to-date look, 
these superb typewriters wil) e:able your typists to turn out 
more work, faster and ea er. (Royals, you know, are pre 
ferred 2'4 to 1 by people i:i business who type.) Your costs 
will go down because Royals take less time out for repairs . . . 
stay on the job longer. 

And .. . the cost of a new Royal Standard is less than | 
per cent of the annual cost of a typing station. So why not 
consult your Royal Representative today and ask him to 
explain the details of trade-ins? He’s in your phone book. 


GYAL standard 


electric « portable + roytype” business supplies 
Royal Typewriter Company, Division of Roval Mc Bee Corporation. 
For More Information Circle No. 140 
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''l’’m Guaranteed... ’”’ 
‘. @ 


_, _® 
LIKE ALL “KELLY GIRLS”, IPM You're purchasing capability and ox- A) a 
BONDED AND ABILITY-TESTED TO perience and you get it with a bonded, YZ P 
FILL TEMPORARILY ANY BUSINESS insured, ability-tested “Kelly Girl ™ 

POSTTION IN YOUR OFFICE. HERE'S Kathy Ciele 


re “helpis t” emp! NEED TEMPORARY HELP? 
are “helping o employ 
HOW WE SAVE YOU MONEY ers in America’s largest corporations o1 mn, 
in one-girl offices. The ire workin ' - 
Business peaks, sick leaves, vacation melee a ' él “na <. 
pists stenographers tling cler Pe ig 
piling work on vour staff? Call in the bill 4 a 
sillier clerks witchboard oper d \ } 
Kelly Girls”. For a day, a week, a sie : ak 
itor comptometer operator é 
month, a year—youll be time and receptionist and general office help CALL US TODAY 
veonne thead if vou do. Versatile. effi 
nt “Kelly Girl work right in your So let “Kelly Girls” eliminate the prol 
flee. on our pa roll Moa prices ou lems of temporary work loads. Phone the r 
nt to pay fussell Kelly Office Service in vour cit > q 
If the number is not listed in the diree- . “™ ; G LY 
\nd you pay only for hours worked tory, check telephone information — ne Se > * 
' Doevente premiums or « tine cities are being added dail GET A GIRL TOMORROW 


RUSSELL KELLY OFFICE SERVICE 
HEADQUARTERS: Free Press Building, Detroit, Mich 
Temporary Business Women Jo Assist Businessmen 
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EAST RIVER SAVINGS BANK 
TERMINATION RECORD 


my TERMINATION. 


APPLY OIR i r JRANCE CARRIER FOR 
OTECTION WILL BE ance £ 





| PERS OMMEL ASSISTANT 


Site THe ABOVE STATEMENT. OF ITE YOUR OOM VERSION OF THE REASON FOR TiMmi nation 


SLL O@ THIS Lime 
Tewminationw a 

-— a 
acceyed vacat 

S SURBEROLO if BAmEK PROPERTY PE TURNED 











and business references shown on the ap- pays for this examination. The new staff 
plication. The applicant then receives a members are taken to the department to 
health examination which includes a_ be introduced to their immediate super 
physical examination, chest x-ray, urin- visor or are given a letter of introduc- 
alysis and laboratory work. The bank tion to the manager of the branch in 


THe Orrice—October, 1955 133 





which they will work 
port oL the medical examination is r 
ceived, If the report is favorable, th 
individual supervisors proceed with the 
stall 
When 
director of personnel 
individual conference with 


Me anwhile, a vt 


orientation of probationary mem 


bers to the department three 
months elapse, the 
has an each 
probationary staff member and explains 
they 


evaluations to them. If one has 


' " 
possibilities, hie 


back.” 
whicl 


snown 


on the 


receives a “pat 


If not, he is given sug 


gestions may help him in over 
coming difficulties New staff 
encouraged to take 
American Institute of 
Banking and to attend other specialized 
schools. All studies, including advanced 
recorded. 

records and procedures are ot 
both the bank and the staff. 
1 hey five a complete history ot the pel 


membe rs, 


as are all others, are 


courses in the 


courses, are 

These 
value to 
son and are an indication of status. To 
ential to the person mak 
They 


because they provide a 


us, they are es 


ing a change in position. may 


gain importance 


factual basis for recommendations we 
have made 
Both the personal 


the evaluation reports can be very help 


history record and 
recommenda 
These 
Collective ly help us know more about the 
staff. They better staff re 
lations program As a result of 


ful in preparing letters of 


tion for the individual. records 


make for a 


complete knowledge, we can build 
a more stable 
and reports aid in 


proy dy 


more 
staff because these records 
reducing turnover, in 
training and in mak 


w suitable Y 
ing logical promotions 

The staff members can use the 
and 


questions are 


copies 


yy the handbook to discuss solve 


. When 
ced, it is frequently much simpler to 
say: “You will find the answer on page 
copy ol The East 
our personnel policies 
The handbook, 
as a written record ot policies available 
for ready grown 1D 
gly popular as complex rules and 


many problems 


thus-and-so in 
River yol 


and prac tices handbook.” 


your 
and 


consultation, has 
cTrcasin 
regulations are created tequests con 
booklet 


from practically every state in the union 


cerning our have been received 
as well as from several foreign countries 


England, New Zealand, Aus 


China Sweden and 


such as 
tralia, Canada, 
America 
We believe that these records and pro 


cedures will help to improve service to 


south 


depositors as well as the re lationship be 


stall member 


Certainly, it will 


tween the and the super 
make the staff 
that we are trying to help 


fullest potentialities 


Visor! 
more aware 
them deve lop thew 
should do much to 
banking Stability 


IM prove d morale ol 


as good bankers. It 
stabilize ou SOTVICeS, 
of the staff and the 
the individual are factors in pro 


public. 


Das 


motine better banking tor the 





“This company 
always does 
things on a 
large scale.” 


For More Information Circle No. 407- +» 
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“ARCH 
> DESIGN” 


adds Beauty 
plus Stamina 


exclusive = 





eee 


Only genuine 


PLASTICO BINDERS 
heve the ARCH 


PLASTICO 
BINDINGS 


for sales 
igag alia 
that’s 
‘‘BOUND 
TO 
SELL” +43 


With colorful PLASTICO BINDERS, 
your catalogs and sales presentations 
carry extra sales-power through pres- 


and lie flat, no matter how big or 
thick . . . display their contents with 
full-spread effectiveness. Ideal for 


tige appearance plus practical show- 
manship. 
PLASTICO-bound books open flat 


WRITE TODAY for full information, plus name and 
address of Plastico Licensee nearest you... to improve your 
@ FINANCIAL STATEMENTS @ ANNUAL REPORTS @ SALESMEN’S 
MANUALS @ PRESENTATIONS @ CATALOGS @ PRICE LISTS @ 
APPLICATION CHARTS @ BROCHURES @ SWATCH BOOKS 


reference or demonstration—in every 
size from pocket 
swatch samplers. 


lists to king-size 


PLASTIC BINDING CORPORATION 


Originators of Plastic Binding in America 
732 SHERMAN ST ° CHICAGO 5, itt 


15 W. 24th ST ° NEW YORK 10,.N Y 





Multilith, Davidson and 
W ebendorfer operators! 


STOP Mis-feeds 


with Wale FLOATING NOZZLES! 


Having feeding trouble with your 
OFFSET duplicator? 

Cut waste and operating costs — feed 

tissue, card, book paper without mis- 


Shown installed on Davidson Duplicator 


WRITE for complete informa- 
tion and “Pressman's Paper 
Feeding Guide" packed full of 
tips on paper feeding. 


Wale Floating Nozzles* 
300 Broadway, San Francisco I!, California 


Please send information on Wale Floating Nozzies 
for offset duplicator and FREE COPY 
of ‘'Pressman's Paper Feeding Guide". 


Neme 
Company 
Address 


City and State .... 
*Menufectured by Roller Press, Sen Francisce 
For More Information Circle No. 216 
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Using the 
Investigative Agency 


FREDERICK W. MYERS 


Partner, Hartman & Myers, Investigators, 
Los Angeles. 


OMEONE has said that there is a 
little larceny in all of us. When 

LJ that little is multiplied by dozens or 
hundreds of employees, it amounts to a 
tidy sum which management must pay. 
When articles are discovered missing, 
urged to notify a 
supervisor at once because the sooner a 


employees should be 


loss is reported, the sooner action can be 
taken. While it is true that many em 
ployees are guilty of petty thievery, it 
is also true that many executives show 
them the way. Scoff at that 
if you like, but the executive who bor 
company take 
with him for his personal use, plants 
the idea in the mind of the interested 
employee-spectator that it is all might 
thing. And many 


statement 


rows property to home 


for him to do the same 
times he forgets to bring it back. Does 
he think of himself as a thief? Don’t 
be silly! The company has so much of 
the stuff that it will never what 
he retains. Besides, they owe it to him. 
His work is better, he is a key man, ete. 

It is usually a person who has 
with a firm for some time who resorts 
to petty thievery, so do not look among 


miss 


been , 


your newer employees for evidence of 
theft unless a professional crook has suc 
ceeded in getting into your establish 
ment. The employee who is detected tak 
ing just one small article should not be 
allowed to get away with it. He may be 
a repeater and the total of his take may 
amount to several hundred dollars over 
a period of time.. 

Then there is the type of individual 
who is too smart to be caught. Fle likes 
to match his brains with those of the 
bosses. But he slips eventually and, 
when he does, you want to throw the 
book at him. 

A good investigative agency, using 
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How to Avoid Expensive Mistakes 
when buying a Copying Machine 


Will that machine you buy be able to do a// your office copying? Or will you lose 


time and money every time you run up against a job your machine just can’t handle ? 


One type of machine is useless when it comes to copying from colored papers, from 
spirit duplications, or from originals which are opaque or have writing on both 
sides. Another type of machine will let you down if you want copies of printing or 
writing done in ink that does not have a carbon base. When your original has fine 
details or material set down in colored ink, another machine fails completely 


Only a photocopy machine is equipped to handle the complete range of office copy 
assignments. And only Copease, of all photocopy machines, can handle 95% of your 
office copying without any fussing with dial adjustments. Copease gives you clean, 
dry, non-curling copies in seconds, jet black on permanent white. Copease copies of 
pencil, any ink, crayon, typing, stencil and spirit duplications, offset and printing 
rival the original for clarity and neatness. And Copease copies under any light, even 
low-hanging fluorescents or bright sunlight 


Avoid expensive mistakes when buying a copying machine! Compare! Prove to your- 
self that Copease copies everything with a FREE three-day trial in your own office 


Send coupon now! 


Offices: New York, 270 Park Avenue, PLaza 43-6692 * Los Angeles 
3563 Wilshire Boulevard, DUnkirk 5-2881 © Chicago 
01 N. Wells St., ANdover 3-6949 © Distributors in Principal Cities 





COPEASE CORPORATION, 270 Park Ave, New York 17, BOX O-10 


Gentlemen: I'd like to have a free 


* 
Copease 3-day trial of Copease in my office 


Please send free literature. (check one) 
Name Title 


PHOTOCOPIER Firm Name Address 








* Trademark City State 
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fast Movers or Shelf Warmers? 








and 1,001 Other Items) 
WITH 


ARY-TALLY 


®@ Easily Readable from Any Angle 
. Bold figures Always Centered 

in Window . No Glare . Fig- 
ures not Covered by Fingers in 


Operation 


@ Easily Portable, 
Built for Long Weer 


How Can the Vary-Tally yet Ruggedly 


count for you? Write for 
news sheet and prices. 


‘The Name that 
Counts” 


New York 19, ¥ 





© All Parts Corrosion-Resistant; 
Working parts of Hardened Steel 


Chicago 6, & Greenville, S. C Montreal 2, Caneda 


For More tnformation Circle No. 
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Dundee, Scotland 


ur profit 


® Separate Counting Units Can be 
Rotated like Tires on a Car, to Dis- 
tribute Wear Evenly 


@ Not Affected by Extreme Heat or 
Cold 


@ individual Tag Above Each 
Counter-Window — Not Stip Tabs 


@ Veeder-Root Quality in Every Part 


VEEDER-ROOT INC. 


HARTFORD 2, CONNECTICUT 


130 
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Offices and Agents in Principe! Cities 


1955 


legal methods to obtain information, can 
solve this problem. The investigative 
agency should take the employees into 
its confidence and fully explain its 
method of operation. This, in itself, will 
act as a potent deterrent. 

Whether or not it is contemplated 
promoting an employee to a responsible 
position, we should know as much about 
him as it is possible to know to safe 
guard the company. One bad apple in 
a barrel can contaminate all apples with 
which it comes in contact. A profes 
sional crook can contaminate those em 
ployees with whom he comes in contact 
There are ways of screening out these 
protessionals and one of the best is to 
have an investigative agency make a 
complete background check. This should 
include, among other things, the answers 
to the following questions: 

Are they stable? 

Do they own their cars? 

Do they own property? 

Have they given the right references? 

Do they have any criminal records? 

Are they members of any subversive 
organization ? 

Are they accident prone? 

Where do they bank? 

Have they ever been bankrupt? 

Have they ever been parties to a civil 
suit? 

Do they conduct a business of their 
own in their sparetime? 

Do they owe federal taxes? 

Are there any judgments against 
them? 

Are they in any way limited as to 
their actions (probation, suspended driv- 
er’s license, ete.) ? 

Are they telling the truth? 

Todav the polygraph (lie detector) 
is rapidly being accepted more and more 
as a necessary commonplace. There is 
no mystery about the polygraph, as used 
by first class investigative agencies. It 
merely registers the pulse rate and blood 
pressure, respiration, and electrodermal 
response (perspiration exuding from the 
fingertips). It is absolutely painless 
physically, that is. 
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SINGLEX 


New 1207 in modern pencil 
style for single letter erasures. 
Sharpens like a pencil, too! 


Both contain the same 
soft red eraser compound 


MAKER ES 


ayy 9 
wo Hos &~ 


ce nove” 
\ ‘ 
IWNID 


"658 7 


Van Dyke Disc shape — 
America’s typist eraser 


SO GENTLE— 
as smooth working on 
carbons as originals 
Trademarks Reg. U.S. Pat. Off. 


Since 1849 


EBERHARD 
FABER ts” 


NEW YORK + TORONTO 
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A polygraph test will provide for 
much happier employer-employee rela- 
tionships by eliminating undesirable em- 
ployees. The test wi!i assure the sincere 
cooperation of Scuest employees and re- 
lieve them of any feeling of responsibil- 
ity for shortages. It will also turn em 
ployees who were previously guilty of 
petty thefts into honest employces, if it 
is handled correctiy. It will obtain con- 
fidential information about employees 
which we might not now possess, en 
abling us to select the most able and 
reliable ones for responsible positions. 

The innocent person will weleome a 
polygraph test, provided he is told in 
advance that no questions will be asked 
regarding his personal life. It will be 
assurance for him that he is not under 
suspicion. The employee is fully advised 
of the purpose and method of conduct- 
ing a polygraph test. If he is innocent, 
he has nothing to fear. If he is guilty, 
he may still have a chance to mend his 
ways. 

The test will undoubtedly reveal a cer- 


tain number of guilty persons. This calls 
for a decision between two courses of 
action : 

1. Do we want to keep employees in 
tact and at the same time prevent fur- 
ther losses? 

2. Do we want to apprehend the guilty 
ones? 

If we select the first course of action, 
employees should be advised that the re- 
sults of the first tests will be kept confi- 
dential between themselves and the in- 
vestigative agency. However, if after 
three months a new test reveals that any- 
one is still guilty, he should be informed 
that both of the adverse reports will be 
turned over to the employer. If the sec- 
ond report, however, shows that the em- 
ployee has reformed, only the second re 
port will be submitted to the employer. 

Many large industries who are pres 
ently using the polygraph report that 
there is no adverse effect on the morale 
of employees. 

Let it be known that everyone 1s going 
to be subjected to a polygraph test. Ar 


4 /} 4 A 
Wh ade [susinesA demands 


» THIN: PAPERS 


to reduce typing, mailing and filing expenses. 


we suggest Fidelity Onion Skin 


EC] FECK Clearcopy Onion Skin 


Superior Manifold 


/ 
{ 


j < / J 4 ‘ / ff (J , / > ff 
06) Vain Sellerhiead nd ACY sy ie Reca LAA 
i 


FSLEECK MANUFACTURING COMPANY 


TURNERS FALLS, MASSACHUSETTS 
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do. million Ozalid copies 


=, Of invoices—in 1955! 


... Which represent more than a million hours 


of payroll time saved in a single year... 


plus expedited order filling and billing 


Is it any wonder that every year more and 
more firms resort to Ozalid — to speed and 
simplify order filling, reduce errors, save 
time and work in invoicing or billing 
ind substitute for scarce clerical workers 

The Ozalid system starts with a translucent 
order form, written or typed. On the order 
form are entered prices, terms, discounts, 
stock serial numbers, specifications, delivery 
instructions, and any other required data 

Then Ozalid copies of the order are used 
for order filling, customer confirmation, shop 
or shipping instructions, packing slip and 
delivery order; and sent to credit, account 
ing, inventory control, classification records 
And Ozalid copies also serve as invoices 
One order, written once, suffices for every 
step of the operation! 

Ozalid copies are made easily, quickly, 
cheaply. Just lay the translucent original 
over sensitized paper, and feed into an Ozalid 


machine. Ozalid will copy anything written, 
typed, printed, drawn. An Ozalid copy is 
made in less than a minute, and a letter size 
sheet costs less than LY2¢ 

Ozalid reproduction is instant, clean, dry 

no photography, developing tanks, dryers 
machine cleaning or messy maintenance 
And anybody can use an Ozalid mac hine 

You can also Ozalid copy letters, reports 
bulletins, statements, ledger sheets, records 
For cumulative records or statements, add 
new entries on the original; and Ozalid 
copies serve as current reports 

Ask the nearest Ozalid distributor (see 
phone book) to show you how Ozalid can 
reduce work and costs for your company. Or 
write 173 Ozaway, Johnson City, N. Y. In 
Canada, Hughes Owens Co., Ltd., Montreal 

Oza.ip — A Division of General Aniline & 


; 


Film Corporation® From Research to Reality 


OZALID 


BAMBINO (right) is the smallest, faste 
low-priced office copying machine, 
will make 200 copies an hour, on sheets 
as w de as”, for less than 114¢ a copy 


OZAMATIC (lef?) is a table model 


handles sheets as wide as 16", 


and can make up to 1000 prints an hou 


For More Information Circle No. 309 


Tue Orrice—October, 1955 





this is it 
the wonderful 


Vos 


Business-Riter 


» 


Never before has there ween ALL the big 


machine features — ALi the big machine 
results such os you'll discover when you try 
this wonderful VOSS Business-Riter! Reduce 
equipment investment with this amazing, 
low priced office typewriter. 

Compare VOSS features in your own office. 
Try the new VOSS Business-Riter and you'll 
soy, *‘THIS IS IT'’. Fill in and mail the 
covoon below. Your local VOSS dealer 

will let you experience the thrill of dis- 
covering new ease, comfort and superior 
VOSS results. He'll give you a valuable 

. + Me strings attached, no 


Vaiss features: 


© Keyset Tebuletion © End of Pege Gouge 
© treasure Teble © 44 Keys—88 Cheracters 
Aveilable in 5 Colors: 
Mereon, Bleck, Creem, Green and Send Grey 
A METROPOLITAN 
TYPEWRITER CO., INC. 
Cxdesive VOSS distribvters in U.S.A. 
1% 7 vente Ave., Detrelt 35, Mich. 


LIST PRICE 


$120°0 


ples F £7 


Dealer's 
inquiries 
invited 


PED DSWD SSS 5 0 AND & o0 
METROPOLITAN TYPEWRITER CO te 
18097 Serrente Ave. Detroit 35. Mich 
Gentlemen: Withev!t ony obligation, | «. @ FREE wie! of the 
wondertyl VOSS Business Biter in my ” office . ~d of the some time 
wont my FREE gitt @ velveble CLEANING KIT! 


NAME & TITLE 

COMPANY 

aooeess 

city STATE 

cece eee eee Ee eK ee ee eee oe 
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range a meeting between employees and 
an investigative agency that is fully pre- 
pared to give complete polygraph tests. 
Take the employees into your confidence. 
Explain how the polygraph works, so 
there is no mystery about it. Then start 
with the employees in the department 
which shows the greatest shortage. By 
first taking those who volunteer, the rest 
will volunteer also. If anyone refuses 
to take the test, he may be the very type 
of person whom you do not want in your 
employ. Certainly, suspicion will center 
upon him, 

A few wholesale drug 
supply house finally discovered that over 
a five-year period, more than $200,000 
worth of supplies had been stolen from 
them by shipping clerks, warehousemen 
and others. A polygraph test resulted 
in three of the culprits being turned 
over to the police. At the same time 
eight other employees resigned. 


y ears ago a 


Do you have a security system which 
you feel is tops? Then ask yourself 
these questions : 

Can the man in charge of my internal 
security really manage? 

Is he a good organizer? 

Does he have innate feeling for right 
and wrong, and people who will be loyal 


to the firm? 


Just because a man is an ex-policeman 
ex-fireman does not necessarily 
mean that he should be in charge of your 
plant security tegular em- 
plovees should never be encouraged to 
become detectives on company time. 
That is a job for the professional in- 
vestigator. The investigative agency that 
is reliable and 


or an 


system. 


experienced, can give 
talks to groups of employees and show 
them the latest in crime detection meth 
Employees will thus learn in a 
subtle way that crime does not pay. 


ods. 


remember that when 
it was first proposed to bond employees, 


The writer ean 


there was considerable opposition to it. 
jut this opposition was overcome, and 
in the same way any opposition to a 
polygraph test also will be overcome in 
time. 


For More Information Circle No. 410—~, 


THe Orrice—October, 1955 





A NEW Gna IN DUPLICATING .... 


cket apenas 
ROCKET 


e latest, the most advanced design in 

sycompletely automatic ...A 

0f, long life machine, guaranteed by 

the Pioneer of Fluid Duplicating in 

€rica. It opens up a whole new world of 

efficiency and economy in handling the mounting 
paper work in today’s business. 


lie” 


Just flip the switch and 
quiet dependable power 
makes short work of your 
duplicating. Speed, 120 
copies a minute. 


This feather - balanced, 
efficient lever control 
gives instant automatic 
response at a_ touch. 
Down for a single copy. 
Up for a full run. 


‘ STANDARD DUPLICATING MACHINES CORP. 


CONTINUOUS EVERETT 49, MASS. 


Gentlemen 

The description of your new Standard Electric 
Rocket sounds very interesting. Please contact us for a 
demonstration in our own office. We understand there 


INTERMITTENT 
is no obligation 


Use the handy coupon for a demonstra- Company 
tion. You will be under no obligation. Address 


STANDARD OUPLICATING MACHINES CORP. 


EVERETT 49, MASS. Individual 





AUTOMATION FOR 


OFFICE COPYING 
get fast, accurate copies (ee 
of any graphic material. 5 y 


. 


7 


Just 
push a 
button 


fenalay 


the ELECTRONIC copying machine 


for mimeograph stencils, offset plates, 
single positive dry copies 

Just push a button—and the operator 
can go on to other work. Stenafax shuts 
itself off. It copies office forms, news 
clippings, typing or any graphic mate- 
rial. It is a complete copying unit, re- 
quires no chemicals or developing, no 
special powders, light box or heat 
treatment. 

It makes stencil or offset plates in 6 
minutes or less... or a single dry pesi- 
tive copy in 3 minutes or less —on a 
working area of 84” x 14”. Easy to 
maintain, movable —can be plugged 
into ordinary outlet. 


Write for full information to 


TIMES FACSIMILE 


CORPORATION 
STENAFAX DIVISION, Hotel Biltmore Arcade, 
43rd St. and Madison Ave., New York 17, N. Y. 
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‘Don't Let “Efficiency” 
Scare You 


Continued from page 28) 


s taking place and corrective measures 
can be applied at onee. 

Contruis should be systematic, based 
vn fair standards of quality and quan- 
ity of work. They should point out aec- 
curate and proper facts which show 
actual accomplishments. 

Controls are valuable only if properly 
used and it is possible to be overcon 
trolled. Sometimes a supervisor has so 
many gadgets that he the sig 
nificance of quality control. His desk 
and files are so full of unused and un 
necessary control reports that he be- 
comes lost in paperwork, and has no 
time to supervise. 

Establishment of fair standards as a 
basis for comparison and work measure- 
ment are essential to any control pro- 
gram. Those standards, once established, 
must be adhered to until a new set is 
| prepared. Standards must be fair and 
| impartial, based on quality work, pre 
| pared by qualified experts, explained to 
| the employee, accepted by him, and ap- 
plied to related work and to related 
departments. 

Standards are a form of control to be 
| used as a guide for measurement of pro 
| duction and quality of performance. Con- 


loses 





| trol should not be a means of spying, 
| but a system of interpreting whether 
}or not we are doing an effective job and 
whether or not we are yiving our organi- 
zation a fair return tor its investment. 
| Working without standards is like play 
ing a game with no system of scoring. 
To have efficiency you must have good 
management. Good management is noth- 
jing other than your development of the 
right people, using the tools that have 
put at your command and then 
applying common sense to your every- 
day problems of staffing, organizing, 
planning, directing, coordinating and 
controlling. When you use common sense 

efficiency automatically results. 
For More Information Circle No. 412—5 
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~ NEW! Victor Calculator 


Exclusive: Fully automatic multiplication... 
automatic constant lever...total transfer feature 


New 


The new Victor Mult-O-Matic is the 
only machine with completely auto- 
matic multiplication from one simple 
set of keys. You multiply figures as you 
would write them—only the multipli- 
cand, multiplier and answer are 
printed on tape. No other confusing 


figures or symbols are printed. 


Simplified automatic constant lever 


lets you multiply same figure repeat 
edly without re-entering each time 
New total transfer button lets you 
retain a total in the machine so that it 
can be multiplied by another figure 
Don't wait. Call for a free tryout! 
Look under “V"’ for Victor in the add 
ing machine section in your classified 


phone book or write 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILLINOIS 
Victor-McCaskey Limited, Galt, Ontario 


Manufacturers of Business Machines, Cash 
Registers, Business and Industrial Systems, 


Electronic Equipment and Electri-Cars 


New 
Automatic 
Constant 
Lever 


Total Transfer 
Button 


New 
Select-O-Matic 
for Automatic 
Totaling 
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Automatic Calculator 
On Payroll Saves 
$2800 in Six Months 


GEORGE McVAY 


Office Manager, Kay Windsor Frocks, Inc. 
New Bedford, Mass. 


HIRTY YEARS of steadily expand 

ing business in the manufacture of 

dresses have brought Kay Windsor 
Frocks, Inc., a revolution in the use of 
automatic procedures in the factory. Re 
cently we learned something useful about 
automatic procedures in the office, and 
we want to pass it on to every firm with 
a troublesome payroll computing task. 

“Useful” as we employ it here means 
something more than simply advantage 
ous. It $2,800 in 
one six-month period and computing our 
payroll with two clerks instead of four. 
The office tool that increases our pay 
roll output so dramatically is an aut 
matic calculator. 

We have remarked that discussions of 
these machines usually revolve around a 
reproduced example of some kind of fig 
uring problem which is annotated and 
explained in the jargon peculiar to the 
manufacturers of calculating equipment. 
In order not maz 
of figures and explanations, we shall at 
tempt to describe the manner in which 
our payroll problem has been solved, 
without the use of the figures involved. 

First, the problem: it is necessary to 
(1) multiply the hourly pay rate by the 
number of hours worked; (2) multiply 
the overtime rate times 


means a savings ol 


to become lost in a 


the number ot 
overtime hours worked; (3) multiply the 
total weekly wage thus obtained by the 
income tax rate; (4) multiply the total 
weekly wage by the Social Security rate; 
(5) compute tax exemptions; (6) sub 
tract tax exemptions trom gross income 
tax; (7) add to the net withholding tax 
figure obtained in this way, Social Se 


146 


Shipping room of Kay Windsor Frocks, Inc. 


curity deduction, bond and insurance de 
ductions; (8) subtract total deductions 
from total wages to determine net wages 

amount of paycheck; (9) add the 
amount of each check to a running total 
for the entire pay roll. 

The answer to the problem posed b: 
this formidable mass of figuring is the 
ability of our new calculating machine 
to carry on more than one operation at 
the same time. For example, in com- 
puting a payroll check we begin by 
working two multiplication problems at 
time. The 
and stored during the remainder of the 
computation, the results of which are 
automatically subtracted from the stored 
firvures—at the touch of a button. 

Let’s return to the problem itself and 
see just how this simultaneous feature 
works. First, we determine the earnings. 
The hourly into the 
smaller of two separate keyboards—the 
multiplier keyboard on our Friden ma- 
chine. Then a combination of the num- 
ber of hours of straight time and over- 
time worked are set on opposite sides of 
the larger keyboard. 

One button is pressed and the weekly 
earnings are instantly available. We 


For More Information Circle No. 414— 


the same answers are added 


rate of pay 1s set 
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Friden Calculators in use in the office of Kay Windsor Frocks, Inc., New Bedford, Mass. 


have caused this figure to appear in an 
isolated position on the machine where 
it will be stored until we have computed 
all the that we 


Irom it. are ready to 


deductions make 


Now we 
the deductions. 
We copy the 


figure, to the 


must 
firure 


total 
nearest 


Carnings 
dollar, 
the smaller keyboard that we’ve already 


weekly 
even into 
This is the same figure that 
storing. At this 
again the simultaneous 


mentioned, 
we are point we See 
that 
simplifies our work and saves us money 


feature 


Two factors are set on the larger key 


hoard—the rate for Social Security and 


the rate for income tax. One button 


touched, two answers appear side by 


side in the dials, the figure 


and the deduction for Social Securit’ 


VTOSS tax 


If our explanation has been clear up 
to this point, then we have been success 
ful, because the operation is almost com 
plete Ni 
tion. Baek to our very useful multiplier 
kevboard set in it 


xt we compute the tax exemp 
number 
on the other keyboard, 


exemption 


the correct 
ol exemptions; 


set the rate. Once more, 
touch a button. a very special button. 


«—For More Information Circle No. 414 
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and the exe mption 1s computed and sub 
tracted automatically 
tax. Now we 


from the 
have our net 


TOSS 
W ithholding 
Rem mie es the 


tax figure. total weekly 


earnings are still being stored, still wait 


; 
used 


ing to be 

To the net tax 
the Social 
already 
and the 
little 


bond and 


fivure, we quickly add 
that 


waiting tor us, 


Security 


compute d 


deduction was 
and 
other deductions which vary 
trom one check to another the 
insurance deductions. At last 
we have the total deduction 
them 


The result of our first 


and are 


ready to subtract from the total 
weekly Carninyes. 
multiplication (the double one) is ready 
to be used. We COpy the total of deduc 


small multiplier keyboard 


Now, touch the 


tions on the 
puttol 

The figure we 
from the 


just copied disappear 
dials, and the 


total 


wee k ly 


wage amount changes automatically to 


hecome the net wave, the 


paycheck, ) 


amount of the 


Remember, this is the result 
of pushing one button! 
locked in the 


were 


amount 1s 


If we computing 


cheek, we would unlock 
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If you haven’t seen 
this copying machine... 











.» you're in for the surprise of your life! 


Here's the mew idea in copying machines that obsoletes all 
others! The THERMO-FAX Copying Machine, by an ex- 
clusive all-electric process, makes perfect copies in just 4 
seconds . . . without messy chemicals, masters or special trans- 
lucencies. You get crisp, dry copies from your originals in 
ordinary office light... and you get them for as little as 
4¢ per copy! 

Get the facts on this fast, revolutionary way to speed up 
your office copying and communications now. Write today 
to: 3M Company, Dept. ES-105, St. Paul 6, Minn. 


SEE OUR DISPLAY. EXHIBIT AREA “H 
at NATIONAL BUSINESS SHOW. New York Cir 





REG. U. S&S. PAT. OFF. 
BRAND 


Duplicating Products , Sr” 


The term THERMO-FAX is a registered trademark of Minnesota Mining & Mfg 
Co., St. Paul 6, Minn. General Export: 99 Park Avenue, New York 16, N. Y. 
in Canada: P. O. Box 757, London, Ontario 








For More Information Circie No. 179 


Tue Orrice—October, 1955 





This building houses 
factory and offices 
of Kay Windsor 
Frocks, Inc., at New 
Bedford, Mass. 


by dy 


ad io i 


the figure, and go on about our business. that one is reached—and all the others, 
But we are computing hundreds of too—the storage dials will accumulate 
checks. We want to accumulate the the totals, at the touch of a button. 
amount of each check into a grand total This phrase, “touch of a button” is 
which reflects our entire payroll. a meaningful one tor Kay Windsor 
We push a different button and ou Frocks. It means a savings of $2,800 
net amount disappears, only to reappear every six months of production. It 
again in storage dials. Now our working means doing the payroll job with halt 
dials are clear, still locked, ready for as many employees as we needed be 
the next problem. When the answer to fore, when we had no buttons to press 


PTa it 


§ ean, LAY 


ACOUSTICAL TONE 


FOR ALL NOISY AT ITS SOU <3 ! 


OFFICE MACHINES 





NOISE ... the Menace of Progress 


Modern business machines have resulted in fabulous new automatic recording, 
accounting and communications methods .. . along with a harmful harvest of 
increased noise and high frequency vibrations. 


SOF’'TONE absorbs harmful noise ingredients resulting in QUIET, more com- 
fortable offices . . . for greater concentration, efficiency and accuracy. 


© 1955 Results guaranteed—Or You Do Not Pay! 


Write today for details. Give machines, 


[. } mokes, models you use and measurements. 


10 COMMERCIAL ST., ROCHESTER 14, N. Y. 


For More Information Circle No. 201 
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From “American Automobile Album” by William H. McGaughey 


No one cranks an automobile these days 


...but many still hand-crank calculators ...spending time that 


would soon pay for a high-speed, automatic MARCHANT 


If you're still doing part of your figurework with hand-operated or out- 
moded electric calculators, you owe it to your business to learn just how 
much time new automatic MARCHANTS will save you. Anyone in your 
office can use them at once, with ease, speed and utmost accuracy. Call 
the local MARCHANT MAN and find out by an actual run on your own 
work, just how quickly MARCHANT calculators would pay for themselves. 
N 


22 MARCHANT 


SEND THIS COUPON! 


Learn how MARCHANT calculators can turn out your 
business arithmetic easier and faster... at a saving. Mail 
this coupon with your business letterhead for free.. : ye 
. ' , High d 
Index to Modern Figuring by Marchant Methods 7 eee 


ates | ouvtomatic 
Descriptive Literature on Marchant Calculators ‘ MARCHANT 
MARCHANT CALCULATORS, INC., Oakland 8, Calif. 0-10 a 


YOU CAN TURN TIME INTO MONEY WITH A MARCHANT! 
For More information Circle No. 214 
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A Famawb Machine 
from 


A Wald Famous Fuclory HK 


The entire resources of the famous OLYMPIA factory — 
established in 1903—are concentrated to produce the finest 
typewriter it is possible to build. 


Highly skilled craftsmen and the most modern up-to-date 
machinery combine to give YOU the finest typewriter on the 
market. Test write with it, see it perform, note its precision 
operation and beauty. One test will convince you. 


INTER-CONTINENTAL TRADING CORP. 
90 WEST STREET » NEW YORK 6, N. Y. 


For More Information Circle No. 122 
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“Wish she were $ instead of one” 


This wish is all too often expressed by busy ex ent, economical office operation | 
ecutives. Many a socalled “secretary” hasliterally own job more interesting 

been tied up by pile-ups of correspondence re Scritte’s errox free 
ilting from outmoded dictation systems, un no need for the 
able to do varied assignments that are of such 


great help in “taking the load off the boss : 
playback 


Thousands of on-the-job tests have proven that yllable 
Scribe dictation can be transcribed in half the ! 
lime required by other dictation systems thus 

giving the girl valuable extra time for other im 

portant duties. This not only results in more effi- 


cribe 


sales and service from coast to 
5022 West Madison Street, Chi 


Pioneer manufacturers of error-free magnetic dictation equipment 


For More Information Circle No. 121 
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CALCULATOR cent round-off, automatic accumulation 
Marchant Calculators, Ine., Oakland of products and quotients, and grand 
5, Calif., makes the Marchant De ¢i Ma tota accu ulation. For more Informa- 


; a ons 
gic, a single (dual-purpose keyboard tion Circle No. 365. 


automatic eleetriec ealeulator. At the 
touch of 1 81 ngle ke vy, the Deei Magi ELECTRIC TYPEWRITER 


automatically sets decimal points in the 
‘ C, Allen Business Machines, Ine.., 


Front Ave., N.W., Grand Rapids, 


makes the Eleetrite, combination 


keyboard and all four di: and auto 


matically positions its carriage for 


manual typewriter, engineered 
especially to produce the highest quality 
typed master copies for all duplicating 
work: diazo, spirit, offset and the 
sharpest n iImeograph stencils. The elee 
tric keybord assures absolutely uniforn 
impressions, while the exelusive Micro 
In pression Control ads the ma 
rements of dif 


ocesses, resulting in 


liation. All entries to the 
keyboard : around the selected deci 
mal point. All answers displayed in th 
carriage dials are automatically pointed 
off correctly at the conclusion of every 
calculation. All clearances of keyboard 
and dials during and upon completion o! 
i problem are fully automatic, witl 
selective non-clearance for the keyboard 


and each of the four dials by means of 


individual touch-set locks. The Marchant superior master copies. The Kleetrit 


Deci-Magic has a separate front lia is the ideal combination of manual and 
for visual check of individual or con electric typ ng ror trouble-free opera 
stant multipliers. Among many other tion. The 42-letter and numeral keys 
advantageous features of this highly and the spacebar are electrically oper 
versatile new Marchant are automati ited, The earriag return, shift kevs 


single-entry quaring, automatic halt backspace and ta keys are manually 
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operated. Chis 


neidence 


nimum, but 
vantages of speed and uniform 
sion which an electric kevboard 


Carbon ribbon and ribbon 


mechanisms are standard on all Electrit 
models. The conventional fabne ribbor 
mechanism also is standard. Interchangs 


between fabric and earbon ribbons 


quick and easy. The Electrite has 
the operator convenience features of the 
B. C. llen VisOmatie 


VisOmati 


Typewriter Line 
visible and automati 


interchangeable 


gins, Quick-Switch 


platen, ke set tabulat 
finder, inbu It Cu 
Kleetrite models 


13”, 14 

with a wid 

ing special types for improved 
For More Informa 


tvype ra master c 


Oopy. 
tion Circle No. 374. 


DUPLICATE CARD DETECTOR 
Remington Rand D Sperry Ra 
Fourth Ave., New York 

makes the Remington Rand Dup! 


Detector which 


Corp., 315 
Me Sa 


eate Card separate 


single punched cards from groups of 


duplicate card segregates sing 


cards and first card duplicate groups 
at 130 cards a minute. It can be set 
selected ecolun 


sense and compare 


over the entire 90-column punched ca 
On balance forwarding operations, 
earnings-to date, 


Deter tor 


as inventory or 


Duplicate Card pulls out 


vious balance summary cards for 


no detail e: are present, eliminating 


items show ing 


listing and summarizing 


no change in status. For sales analvs 


data, where the file includes both single 
the Duplicate 


ecards and groups of cards 


De tector 


1 
(ard segregates the mult 


item groups for separate summarizat 
summary cards then can be mer 


| traight tal 


singie 


item cards for 
listing, eliminating the non-prod 


total strokes 
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opaqueness of the image n the 


shows 
current status, ete. Write for folder TM 
937 or Circle No. 367. 


of activity, speeds extensions, 


OFFSET PLATEMAKER 
Haloid Co., 55-22X Haloid St., Roche 


ter 3, N,Y., announces that positive-work 
ing metal offset 


plates can be prepared 


through xerography. Key to the method 
Ss an inexpensive ’ ” translucent 


XeroX Tran itive 


of original document 


Sheet, onto 
verography. The sheet, 
is then trans 
orking, pre-sani 
and both 


The light 


expose d to 


acts upon 


areas of the 
shielded by the 
XeroX 


the sensitized coating in all 


plate e cept those 


l'rans-Positive Sheet. 


After 
the metal plat quickly de 


finished with fluids supplied by 


manufacturer s then ready for the 


offset duplies entire operat on take 


ibout Standard X\eroX 


ninutes, 


COpyvi 4 ip t used I the cero 


the X X Trans 





period’’ drops from 
hours to about 10 minutes. Several! 
XeroX Trans-Positive Sheets may be 
stripped with Scotch tape onto an acetate 
backsheet to large 
working plates for multiple page forms, 
without darkroom facili 
The XeroX permits additions by 
typewriter. For 
No. 326. 


approximately 48 


p-epare positive 
equipment or 
ties. 
pencil, brush, pen or 
More Information Circle 


QUIET ELECTRIC TYPING 

Associates, 10 Commercial 8t., 
Rochester 14, N. Y., makes the No. 2144 
RLCO, a Sof ’Tone 


cabinet for 


Gates 
secretarial! acous 


tical electrical typewriters 
Unit has 
10% 


The typewriter well 


with platens up to 20” wide. 


two vibrationless shelves, wide, 


with linoleum tops. 


4 oon 
15s aw 


wide to permit easy changing of 


carbon ribbons. Generally the machine 


cabinet is used as an auxiliary unit to 
the typist’s desk, either facing the desk 
with the typist sitting between them, or 
Sof ’Tone 


high fre 


ut a right angle to the desk. 


cabinet absorbs all harmful, 


quency sound and reduces the new sound 


level to a point comparable to manual 
typewriters but without the sharp metal 
The sound behind the 
is reduced considerably lower 


lie pitch. level 


Sof Tone 


than at the front, and it has three in- 
direct fluorescent lamps which light en- 
tire work Illustrative descriptive 
literature on this product, and the effect 
of noise on worker efficiency, is free 


from above address or Circle No. 358. 


area. 


ACCOUNTING MACHINE 
Underwood Corp., 1 Park Ave., 
York 16, N. Y., makes the 


Simplamatie wmulti-register 


New 
Underwood 
accounting 


machine which writes, adds and subtracts 


as rapidly as the operator can type. True 
credit balances, printed in red, and auto 
matic totals are provided in every cross 


footer and The color styled 


register. 


keyboard has three carriage return posi 


tions adjustable to various form re 


quirements. It is free fron complicated 


control keys and motor bars that might 


confuse and slow down an _ operator. 


Swiftly adaptable to all accounting as- 
Underwood 


signments, the Simplamatie 


is controlled by a ‘‘mechanical brain’’ 


that 
forms them instantaneously as the opera 


remembers instructions and per 
tor inserts forms and enters figures. All 
operations, such as adding charges, sub- 
tracting credits, print- 


ing balances, sub totals and totals, and 


computing and 


proving the accuracy of the postings, are 


directed by the control unit which can 
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be changed from one accounting pro 
cedure to another in a matter of seconds. 
The Simplamatic features a 
rection key which 
action of the 


correction of errors 


direct cor- 
reverses the auto- 
machirie for direct 
while 
All previous postings and 
items are fully visible through a trans 
parent carriage front. Front and 
feed carriages, made to match typewriter 
A flick of the 
lever disconnects the 


matic 
forms are in 
the carriage. 


rear 


simplicity, are available. 
non-compute com 
puting mechanism for miscellaneous typ 
ing. Only slightly larger than an elec 
tric typewriter, the Underwood Simpla 
minimum of 


Information Circle 


matie can be installed in a 
For More 


space, 


No. 364. 


SPIRIT DUPLICATOR 
Standard Duplicating Machines Corp., 
iverett 49, Mass., makes the Era (Elee 
tric Rocket Automatic) fluid duplicator: 
with all the advantages of their 
operated Rocket Duplicator. plus electric 


hand 


operation. The Era has a self-contained 


motor and no special cabinet is required. 


Fingertip control produces a single copy 
time or 
approximately 120 


at a continuous operation at 
minute, 
this 


posi 


copies a 


Registration is accurate even at 


speed. The drum always stops in 


tion to attach a master. Maximum sheet 
size is 9” x 14” and machine will auto 
matically feed paper or card stock down 
Practically 

operation is the 


to post ecard S1Ze8. the only 
heard 
paper’s 


Rigidly constructed 


noise during 
rollers. 


that 


movement through the 


with a motor 
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will take more abuse than the mechanism 
will ever require of it. For More In- 
formation Circle No. 362, 


PRIZE LETTERHEADS 
Gilbert Paper Co., Menasha, Wis., of 
fers samples of the prizewinning letter 
heads in the 5th Annual 
Awards Competition sponsored by the 
Lithographers National Assn. All win 
ning entries in the letterhead and enve 


lope 


Lithographic 


section were lithographed on a 


The contest ech 
attracted entries 


Gilbert Bond. 


tional in seope 
lithographers all over the country 


the entries were judged by 


seven prominent designers 
containing actual samples of all 
letterheads is a 


charge. A copy of this brochure may be 


ning vailable thout 


obtained from your local Gilbert paper 


merchant or from address. For 
More Information Circle No. 328. 


aboy e 


THEFT INSURANCE 
Security-Connecticut Insurance Con 
Ave., New Haven, 
offer an improved, 


Conn 


panies, Whitney 


inexpensive burglary 


insurance policy especially 


and robbery 
for professional and other small 
kinds of 


Seven insurance are 





n one policy: robbery 

robbery from an officia nember o ry 
proprietor or authorize ‘mployee out 
side the office; loss caused by kidnapping 
and forcing someone to open the office: 
burglary of saf mit of the 


pole 
ecurit 


sate 


oney 
propert ‘ 
th eft 


propert 


ny fro 
There ar 


tions torn 
hevond thess 


nents, but this is a very 
if insurance, the eon 
he basic policy provides 
gainst each 

it a unit cost I f pro nH! 
\ f Underwriters Laborato: ne 


onal units may ot sf ‘ \ 
or example, the More Information Circle No. 32 
single unit of $2 really $1,750) is! : 
or $1,250 ($8,850 for all seve 
; Bn LABELING MACHINES 
$42 a year. For More In 
Cheshire Mailing Machines, Ine., 1644 


ve units 


hazards 


formation Circle No. 344. 
N. Honore St., Chicago 22, Lil, makes the 


FLUORESCENT LIGHT 


burton Mfg. ¢ W. 


precision I 
quantity and q 
tor 


illumination 


without e\ 


remains 
spring | 
lingertiy 
posit ion 
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ail perhour. They will handle all sizes 


of envelopes, cards pamphlets, brochures, 
lightweight booklets, mit 
and quarter fold tabloids, 
9144” to 11” x 144%”. Address 


standard roll strip or 


igazines, catalogs 
from 3544” 

labels may 
be in continuous 
Addressograph eles 
IBM 407 tape. 
fully adhere 
stamps. An\ 


pack form; or on 
tronic facsimile tape or 
Machine will 


gummed 


tip-on or 


postage Or other 


method may he used TO address the 
labels. Labels are cut, 


ed with 


glued and attach 


s 


mechanical accuracy. The 900-lb 


machine can be moved on its casters 


and operates on regular 115-volt current. 


descriptive ee Tre 


literature is f 


I 
Circle No. 372 


Fully 


above address or 


CLOTHES RACKS 

Mfg. Co., 831 Chicago Ave., 
makes attract ‘ Wa 

tubular steel in bright 
combined with their 


catcher. 


Precision 
Kvanston, IIl., 
Costumers of 
finish which, 
then 


chrome 


design, makes less a dust 
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‘or letter, 


Made with single or double hat shelves 


in 24”, 36”, 48”and 60” lengths Can be 


ldre nh s 
pping 


ounted 


mounted on wall at adult or ech 
height. Packed flat KD for 

costs and easily asse! 

with serews supplied. sion also 
floor 


tubular posts upon 


makes stands wi 
which their 
stand tree 


tumers can be mounted to 


where wall mounting is not desired, The 


floor racks can be had with or without 
casters, Hea 


with 


Hic Ket 


plate | cout 


hangers closed hooks, are 
available, For 


No. 210. 


open or 


More Information Circle 


FOLDING MACHINE 
A. B. Diek Co., 5700 Touhy Ave., 
Chicago 31, Ill, introduces the Model 57 
Kleetrie Folding Machine which ean be 
set for any of six folds: single, parall 
Statement, 


accordion or doubl 


parallel, french (folds paper horizontalls 


and then vertically), and horizontal and 


then two 
ng instruc 
the receiving 
? 


0 et 


(once 


bullet 


OICeS, | nad 


Letters, 


ously l¢ 
speeds up to ] 0) copie © 
plicating papers, bond, l¢ 


eoated and uneoated paper stocks are 


handled easily For More Information 


Circle No. 323. 





IDP SYSTEM ecator. Three years ago Milo Harding 


Dashew Business Machines. Inc.. 5886 Co. designed and introduced the twin 


Drive, Culver City, Calif., . 7 
whiel mediate success. The twin feed roll 


paper feed roller and it proved an im- 


in iol ‘ 


makes the electronic Databosser 


system contacts the paper only at the 
side margins, thus eliminating all paper 


will automatically emboss fixed or vari 


able data in metal plates at rates up to 
. ’ } ag age 1 stencils ¢ . , The 
6000 plates an hour. The Databosser is lint lamage to stencil and copy. The 
Feed Pressure Control further improves 
+} lual-feed svster r¢ ime 1a 
tape or perforated tape which may be he dual-feed system by allow _— of 
a wider variety of papers in stencil 


activated by punched cards, magnetic 


by-products of some other operation : a : 
luplicating. The operator easily adjusts 


the gauge to the weight of paper being 
used, from very light pressure for run 
ning thin papers, to extra heavy pressure 
necessary for heavy bristol or index 
card stock, For more information Circle 
No. 385. 


DESK LAMP 


Co., Dept. E-2, 40 Warren — 
St.. New York 7, N. Y., makes the No. 
9208-5200 Emeralite Desk Lamp which 
will cover the working area of a desk 
with abundant soft, glareless light and 
see the user through the day without the 


annovance of eye fatigue and headaches 


The embossed Dashaplates can be used 
as an identification plate or tag. The 
Databosser can thread and loop~ tying 
wires to the plates it processes, ink 
the tops of the embossed characters 
for rapid reading, emboss sequence num- 
bers, and notch plates for coding and 
sorting. Dashaplates come in nine colors 
and also in color combinations for cod 
ing. Manual writing can be added to 
the plates and plates can be preprinted 
with forms, ete. Data on plates can 
be printed on record eards, carbonized 
forms, etc. Integrated data processing caused by poor lighting. This lamp’s 
systems applications are almost limit Daylight filter removes the excess orang: 
less. Write above for further informa and red rays in artificial light, giving 
tion or Circle No. 355. the light more of the quality of daylight. 
The lamp adjusts vertically from 11% 
STENCIL DUPLICATOR to 18”. It is 14” from its horizontal 
j 


Milo Harding Co., 502 S Monterey arm to outer edge of shade, and both 
M1 t g - yA I \ 

Pass Rd., Monterey Park, Calif., has de arm and shade swing to the right ana 
veloped a Feed Roll Pressure Control left. Adjustable joint allows tilting the 


Gauge for their Tempo Imperial Pupli shade. Finished in electroplated statuary 
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bronze or pearl gray hammertone. This 
and other Emeralite lamps are fully de 
scribed in Catalog D.D. 56, which is free 
from or Circle No. 345. 


above address 


ADDING MACHINE 
Alma Office Machines Corp., 440 Fourth 
Ave., New York 16, N. Y., announces the 
addition to its line of Everest machines 
of the Super Dial 10-key electric adding 
with automatic 


machine multiplication 


which is accomplished by means of a 
dial like a telephone. 


clude a 


adds, 


Other features in 
motor bar which 


totals 


single main 


subtracts, sub-totals, and 


clears. The decimal point prints in the 


correct position. Negative figures are 
Dial 
operates at a speed of 200 printed figures 

It has multiple cipher keys, 
credit balance, column indi- 


cator, roller rear feet, two-color ribbon 


led automatically, Its Super 


per minute. 
automatic 


and feature or 


Non print 

totals 
column 
Illustrated literature avail 
For More In- 


backspacer. 


sub-totals and automati 


Capacity of 10 


printed 
cally. 

totaling 11. 
able from above address. 
formation Circle No. 343. 


DESK ROTARY FILE 
Wassell Organization, Inc., 3 Sil 
Road, Westport, offers a 
free 8-page booklet which illustrates and 


vane Conn., 
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listing, 


Corres-File desk 
ment as an office file for correspondence, 


describes rotary equip 
orders or any letter size records or forms. 
The booklet equip 
ment uncomplicates involved correspon 
how letters, 
unclassified material can be quickly cen 
tralized in one file by one clerk working 
from a seated position. 


shows how the new 


dence systems; records and 


Diagrams show 
how Corres-File can hold the contents of 
12 to 16 file drawers in half the space, 
with an increase in 
tion and lower overall filing costs. 


attendant produ 
W rite 


above address for a free copy of Booklet 
Circle No. 366. 


DESKS 
Mfg. Co., 4961 East 52nd Place, 
Los Angeles 22, Calif., makes steel desks 


( or 


Dray 


double pedestal models, 


their V-9001 execut 


in single and 
Illustrated is 
desk with 60” x 32 


top. They ALSO 


an executive desk with 78” x 41 
Other models 
24” desk with one drawer, and 
tables. All are 


steel 


include a salesms: 
made of 
with Armstrong 
All box 
nylon 


ve furniture 


non-glare linoleum tops. and 


center drawers have four roller 


eight roller ball 
bearings on cradle suspensions. Writing 
Plated glides 


leveling equalizers compensate for 


bearings and there are 


slides in each pedestal. 
and 
Electronic controlled spot 
Automotive baked 


green, mist green and 


uneven floors. 
welding throughout. 
enamel in gray, 


desert sage, with satin finish chrome 


hardware. For More Information Circle 


No. 339. 





PLASTIC BINDING mm OF 

Plastic Binding » ten : : Fol 

St., Chicago 5, IIl., 

= one CO en y and ) ling POSTAL SCALE 
achines or iow Cos “i ot 


sales manuals, present: Ir 


iT 


} = @ niar steel] shely 


More Information Circle 


important sample DOOKS 
ture. The colorful plas 
tractive and economica 
rush jobs 
bination 


anyone 


rome 


i Phe DAase 
Ye 4 11% , 4% } rt ‘ vhs ] 


me ‘ » Ib 
For More Information Circle No. 360. 


TERMINAL DIGIT NUMBERER 
am A. Foree & Co., 216 Nichols 

Finished in 
gauge steel! 
and precision-mi 
or desk. The Plast 
sells for $216 
Is priced at 
accurately eng 
cise punching, 
covers up to 12 
thick can be effic 


, 
»OO} 


bound by just a 
push of the lever. For More Informa 
tion Circle No, 33: 


2 
“- 


STEEL SHELVING 
sSorroughs Mfg. Co., 3002 N., 
Kalamazoo, Mich... has publishe 
page catalog on its Unitized Fl 


Shelving. rhe 


roughs’ exclusive 


entaiog ae 


construct 
stallation features, illustrates 


many different units, and offers detailed 
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NEW =< SPIRIT DUPLICATOR 


AUTOMATIC FEED 

GRAVITY FLUID SYSTEM 
ROLLER MOISTENING 

PERFECT REGISTRATION 
AUTOMATIC MASTER CLAMP 
PRESSURE CONTROL 

BALL BEARINGS THROUGHOUT 


GUARANTEED I YEAR 





$134°° + FET 


COUNTER $10.00 EXTRA 


Look at today’s best buy in spirit 
duplicators! The new BDC brings you 
every important feature — including 
an automatic feed—for less than you 
would expect to pay for hand fed 
equipment. 


Cam operated, the new BDC Spirit 
Duplicator will give years of service- 
free performance. Compare the 
superb design by Burton Tysinger, 
check the outstanding technical fea- 
tures, and write for complete infor- 
mation today. Bohn Duplicator Corp., 
444 4th Avenue, New York 16, 
New York 


For More Information Circle No. 178 
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ig pern faster 
ng and finding of papers and is wide 
used in the insurance field. is sup 
planting the old numeric system in which 
only the end of the file was open, he 
cause papers were filed in strict numeri 
sequence. In terminal digit indexing, the 
whole system is in use. A series of s 
numbers 18 arranged in 


of the 


three 


groups of twe 
three groups 
main divisions of 


ig sy m when read from riglit 


Gaps in the numbering sequencs 
which will e 
folders In 


Typograph for flat 


affect the system 
a million addition 

ltra-Force 
bed presses, comparable units are avail 
makes of 
hand 


numbered until 
For More Informa 


able for use on all rotary 


presses and also for numbering 


which cannot be 


papers 
received by the user. 


tion Circle No. 322. 


MULTILITH REGISTER CONTROL 
Forbes Mfg. Co., 84 Uni 
Seattle 1, Wash., make the 


versity ost 
Micro-Guide 

guide attach 
which 


allows registering-in 


difficult, close-register 
inimun 


Micro Guide 


side-guide 


spoilage and time 
permits the opera 


hack 


and 


forth micromatically without 


its parallel position with 


disturbing 
the sheet, over 


coming the tendency of existing side 


sheets off-balance and out 
of ink is also mini 
the Micro-Guide is 


guide to send 


simple and adjustments may be made 


while sheets are be ng ted Since Micro 


firmly attached to the 


guide, it gives a greater 


Guide 8 press 
range of flexi 
bility uide adjustments and 
safe, Ifa 


Range of 


easy, 
fingertip control of register. 
micromatie adjustment 1s ap 
proximately 14’ Micro-Guide is detach 


able, ean he installed in five minutes 


and can be used on any Multilith having 


Models 296, 
For More 


guide, including 
1200) and 


Circle No. 373. 


pusher ty pe 
1250, 1275, 


Information 


9066, 


FACSIMILE INTERCOM 


Western Union Telegraph Co., 60 Hud- 
New York 13, N. Y.., 


nile communication for use 


son St offers Intra- 
distant of- 
letter- 
size form or document in less than three 


an office or between 


fices. Intrafax will reproduce a 


minutes, The copy is received dry and 


ready for use. Anyone in the office can 


operate it and any combination of In 


trafax connections can be set up. Low 


monthly rate includes compiete mainte 


illustrated 
or Circle 


nance o! machines. Free 


literature from above address 


No. 371. 
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THE NEW 


THOMAS COLLATING 
COST CALCULATOR 


Now schedule collating jobs and operating 
personnel with the highest possible efficiency! 


Here’s an easy, fast and accu- 
rate method to take the guess 
work out of any collating as- 
signment. Now, for the first 
time, you can tell in a jiffy just 
how long it will take, how 
much it will cost, and what is 
the quickest and least expen- 
sive way to do the job. 


Whether you do a lot of col- 
lating or just a little . 

whether you collate by hand 
or with a Thomas Collator, 
this new cost calculator is 
sure to be a real help! Fill out 
the coupon below and mail 
today for your free calcula 
tor. No obligation, of course! 


oa CLIP OUT AND MAIL NOW! -~-~~ 


Thomas 
Collators . 


Other Makes Combined 


165 SALES & SERVICE OFFICES 
COAST-TO-COAST 
AND CANADA 
See our new complete line — 


National Business Show, 69th 
Reg. Armory, Section L. 


Thomas Collators Inc., Dept. B, 
50 Church St., N.Y.C. 7, N.Y. 


Please RUSH me: ; 
[-] FREE Thomas Collating Cost Calculator 
[] FREE Brochure on new Thomas Collators 





COMPANY 


ADDRESS 


' 
' 
! 
' 
1 
' 
1 
‘ 
' 
' 
More In Use Than All 1 NAME 
' 
' 
' 
' 
i 
' 
' 
' 
‘ 
‘ 


CITY. 
‘ 











For More Information Circle No. 213 
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whatever 
your 


posttion 


—— . BI 
| OFFICE MANAGER 


You'll save time & money 


by using this 
LEE VOEAS 
BOWE Y 


ELBE FILE & BINDER CO., 


Deot. T-If _ pee 


For More Information Circle No. 249 


FALL RIVER, mass.4 





The Man Who Wasn't! | ,; 


Colled the meeting himself, too. WELL-APPOINTED 
Forgot to write it down ... ALWAYS 


WORK.A-DAY 
SCHEDULE-A-DATE 





Keith Clark, Inc., :» 





For More Itnformation Circle No. 250 


166 


DICTATING MACHINE 
i¢ Reeording Industries, 11 Fas 
; ‘ "., makes the 
a 10-lb portal j 
anscribing { 


word or 


With no 


self-align- 
cond loa 


, auto- 


and 
lor easy 


and con 


For More Information Circle No. 411- 
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Ow Oo Wa WAR — 


re) 


da 
in 2 
Ee 
ng ™ 


+ 
adds auto-mutltiplier! 


There is nothing quite like the new electric Odhner 

this speedy, easy-to-operate 10-key adding machine 
now offers a revolutionary auto-multiplier and 
optional stepover feature! Odhner’s auto-multiplier 

the 9 small keys at the right of the keyboard — is 
designed so the top depressed key activates the 
multiplying cycle. Now Odhner gives you the 
advantages of efficient and simple automatic 
multiplication — at savings up to $200! New Odhner 
retails at only $399.50. Available now in the U.S.A. 


n n 

You can count on FACIT, INC. 
404 Fourth Ave New Yor 
114 Sansome St., San Francisco 
See latest FACIT models at 
Booth #50 Annual Conventio 


Adding Machines & Procedures Assn Detro 





FILMOTYPE 
Poh 1 a -im al 


| RIGHT ANSWER 


COST—a 12-inch line of type 
or hand lettering yours for 
less than 5c! 


SELECTION — Over 700 styies 
and sizes from 12 point to 
big 144 point! 


QUALITY—Sharp, black proofs 
perfect for reproduction... 
yours in minutes! 


OPERATION—After } hour in- 
struction, anyone can be an 
expert! 


SO eo a oo 


SIZE—Only slightly larger than 
a typewriter! Fits easily on 
any desk! 


Write for complete details—today 


Dept. 010 


FILMOTYPE 


60 W. Superior S1., Chicago 10, III 
4 W. 40th St., New. York 18, N.Y. 


For More Information Circle No. 401 


168 


machine. The Challenger is 
ddition to four other Voice-Mas 
»- 


models priced fror S165 to $32.. 


For More Information Circle No. 370. 


TYPEWRITER 
Typewriter Co., thi 
Mich., exclusive 

Voss business 
the V oss 


arriage Designed to 


Busines 


anes ana 


results while eliminating excess bulk, 
this Voss typewriter has keyset tabula 
tion, end-of-page gauge, erasure table, 
$4 keys and 88 characters, at the low 
list price of $120 plus F.E.T. The Busi 
ness-Riter is available in five colors: 
maroon, black, white, green, sand gray. 


For More Information Circle No. 341. 


MOISTENER 
Sengbusch Self-Closing Inkstand Co., 
1205 Sengbusch sidg., Milwaukee 3, 


Wis., makes the heavy duty 6” roller No, 


3 Ideal Major Moistener, a big capacity 
moistener with noiseless and frictionless 
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New Frigidaire Water Coolers 





Cool water for 
pennies a day— 
the trouble-free way 


Cold water flows in instant 
response to the all - electric 
Toe-touch Pedal. And the 
Flash-O-Matic principle 
wastes no water or electric- 
ity. Stream is constant even 
when water pressure varies 
from 25 to 150 Ibs. Gleaming 
stainless steel top. 

Seven models, including 
bottle-type coolers with or 
without refrigerated storage 
compartment, and new “ex- 
plosion-proof” model for 
use in hazardous areas. 
Powered by the famous 
Meter-Miser Compressor. 
Call your Frigidaire Com- 
mercial Dealer or write: 
Frigidaire, Dayton 1, Ohio. Bottle-Type 
In Canada, Toronto 13, Ont. with Compartment 


Frigidair e Water Coolers 


Built and backed by General Motors 








For More Information Circle No. 
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PRINT BIGGER 
HEAVIER 
FORMS 


G-C 
Auxiliary 
INKING UNIT 


“Double - inking” oscillating action 
stops fast ink rundown, graying out; 
minimizes “ghosting.” NEW self- 
adjusting roller contact gives ever 
greater efficiency. $69.80 


QUICK SHEET REGISTER 
_. ‘MICRO-GUIDE”’ 


gives quick, accurate, 
micromatic side reg- 
ister. No screwdriver 
needed—adjust while 
running. Install in 5 
minutes. $11.85 


CONSISTENT INK FEED WITH 
“Easy-Tach” INK AGITATOR 


Save time, ink, plates, money 
up to fountain roller 
work 


Keeps ink always 
Especially valuable in color 
Install in 10 minutes, washup in 1. $42.50 


QUICK PLATE REGISTER 
MICRO-REGISTER 


Save up to 

40% time 

positioning 

plates. Hair- 

line register 

faster. 

REPLACES “T” wrench. 
of satisfied users. $19.95 


FORBES MFG. CO. 


DUPLICATOR ACCESSORIES 
84 University Street Seattie |, Washington 
For More information Circle No. 256 


STATIONARY 
WRENCH 


Thousands 


170 


roller operation. Its 
easily handles wide 

tra-size shipping labels and large enve 
lope flaps. Constructio include 
roller 


teet to 


gement fo 0 less 
ibber 


protect work surfaces and a net 


an axie arrar 
operation, 

we ght 
of 3 |lbs. to insure ibilitv and eliminate 
the yossibil upsetting while in use, 
Ideal Major Moistener 
$2.50, shipping charges 
moistener write 


prepaid, ‘or a sample 
' More Information 


above address. For 
Circle No. 371. 


CLOTHES PROTECTORS 
llew Products Co., 3535 W. 


makes pla 
\prons 
tion tre 


eTtory and hor ‘ 


airt 


transparent 














microscopies 


Kuffs and 
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Do you know how this Expression began? 


ee 


Orrict 


Mind Your p's and q's”... 


One theory is that p’s and q’s were the symbols tavern owners used 
to register their customers’ credit purchases of pints and quarts 
More likely, the expression started from the caution to printing 
apprentices when sorting type that they “Mind their p’s and q’s” 
because of the similarity in appearance. , 

Similarity of appearance is not a problem in 
selecting a paper for your business letterhead. 
You'll find Gilbert new cotton fibre bond papers 
offer a new brightness and superb cockle finish 
unmatched by any bond paper made. They are 
superior, too, for erasability. Ask your printing (lI BERT 
supplier. aderaetie 


PAPER COMPANY 


> 


ibert pop. 


new cotton fibre content bond papers 


For More Information Circle No. 120 
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Let the-best-serve you . . 


A REX-ROTARY 
D-270 DUPLICATOR 


You Dial Your Own Inking 
with the revolutionary 


“THinking Robot’ 


the only stencil duplicator with 
Selecto-Matic Ink Control. 
\ Everything is controlled adtomatically 
\ by the “Thinking Robot” .. . you'll mar- 
\vel how the REX-ROTARY magic dial 
Yegulates the exact amount of ink for 
Light, Medium\or Dark copy without 
supervision .. . how a bell signals when 
it's time to insert 9 new sealed ink car- 
tridge—no physical, contact with ink 
. ahow it counts and stops automatically 
whan the job is completed. 


See for yourself the greater accuracy in 
registration . .. how quickly colors can be 
changed by simply wiping off cylinders. 
This ig made possible by the\new REX- 
ROTARY principle of twin ‘cylinders 
with silk-screen stencil-carriet, which 
eliminates changing of drums and messy 


ink-pads. 


@ REX-ROTARY NEEDS NO SUPERVISION, 


\ 


LSE KSLL IS 4 
\ 


19 West 31st Street New York 1,N.Y 


\ 
SEE US AT 


NSOEA Convention, Booth 612A, Conrad Hilton Hotel, Chicago, Oct. 1-5. 

National Business Show, Booth 214-215, 69th Regiment Armory, New York, Oct. 24-28. 
For More Information Circle No. 317 

172 
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( lothir {. Kool K iffs are available in corrosion protec ted 


zip-on, snap-on and slip-on styles retail! tractive hammerloid 
ng at 69¢ to $1 per pair. Aerated Aprons 
retail at $1.50 with two handy pockets 


open neck, halter and snap-on 


clean, high luster, white 


adjust 
ments to accommodate either short o1 
tall people. For More Information Circle 
No. 350. 


WATERCOOLER 


Remeor Produets Co.. 321 | . Gran 
\ve., Chicago 11, [ll., makes the Remeor 
Cooler Cub Pressure Watercooler, Mode! 
CW-5 for connection to plumbing and 
drain connections. It combines compact 


ess with no loss in capacity, modern 
styling, light weight but sturdy con 
struction, efficient, quiet operation, and 
low initial and operating cost. The 
cooler has an internally incorporated pre 
cooler, instantaneous cooling through 
spiral water coils bonded to copper r 
frigerant coils, and a %& h.p. hermetically top, with anti-splash feature, 


sealed condensing unit which never re push-button bubbler with built-in 


quires Oiling. Cabinet is heavy gauge, sure adjustment to compensate for 





utd tio ttcinons DUPLI-TYPER 


Increase Production 
Reduce Costs 
Adaptable to all Machines 
Make INKED Copies 
Btahes Ze \ peggy Carbon Paper 
1 Original \ ®\ ow Lost 


4 Datlicse . Thousands In Use 


with ; . 
INKED ~ For Many Years 


RIBBONS \ 


2. For Bookkeeping Machines 
PAYROLLS, JOURNALS, LEDGER 
AND STATEMENTS, ETC. 


Make INKED Non-Smudging copies 
COMPLETE VISIBILITY of entries 
Eliminate Carbon Collation 
Eliminate Carbon Jackets 


DUPLI-TYPER COMPANY, 456 Fourth Ave., New York 16, N. Y. 











For More Information Circle No. 232 
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MICRO-GRANE ond ULTRA-GRANE presensitized 

s, used with high-speed, one step Polychrome developers 

TIME, LABOR and PRODUCTION. COSTS— produce better printing 
Polychrome plotes can be processed simply and quickly by anyone 
average skil Professional Quality is built into each type of 

Polyct rome plote 
ur different types of plates permit you to choose the plate best suited 
meet your ce aelal requirements 

Consider the many advantages of each of 


these plates and.the real savings they offer 











GRANEKOTE Presensitized. ULTRA- GRAWNE aluminum plate. Pro 


duces printing of the highest quality. For long runs of fine work, half 
tones, solits, or multicolor register work 


DUALKOTE® Presensitized, Two-sided MICRO-GRANE aluminum 


plate. The ‘Triple Economy” plate that offers two useful sides devel 
ops in one step with 3-D developer. Most economical for long run, half 


tone, line or reg SL ae dela Se lieaellolat 


POLYKOTE® Presensitized) MICRO-GRANE non-metallic plate. Excel 


lent for line, halftone and solids. Develops in one step. Outstanding for 


medium run work at very low cost 


Super Speed, MICRO-GRANE non-metallic plote, pre 
pared in less than 1 minute by the exclusive Polychrome Graphic Transfer 
Process in conjunction with the Kodak Verifax Method. For short runs, rush 
work at low, low cost. Processed with only 1 solution in ordinary room 


light. UNSURPASSED FOR SPEED AND ECONOMY 


Polychrome plates available in all types and sizes for every duplicator 
and standard offset press. For best results use Polychrome chemicals and 
duplicator supplies. 


Let Polychrome show you proven short cuts to practical and economical 
platemaking. 
Write today for complete details 


POLYCHROME CORPORATION 


2 ASHBURTON AVENUE YONKERS 2, NEW YORK 


*T_M. and Pat. Pend. TRADE MARK REG. 10.5.5-D 
For More Information Circle No. 117 
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ine wate 
Ing water pressures with provision tor 


easy installation of a glass filler, if de 
sired. Bottle watercoolers with or with 
out refrigerated storage compartment are 
For More Information 


tilable. 


Circle No. 347. 


also ay 


FLOOR MAINTENANCE 
S. C. Johnson & Son, Maintenance Wax 
Dept., Racine, Wis., offers a 
trated booklet, ‘‘ How for Your 
Floors.’’ Long-range and day-to-day 
maintenance programs for all types of 


free illus- 


to Care 


te tye 


Vie. 


et Oo me 
Om te Sa a ta 8 coy 
POO Ae Se ty mca 
Oe re one eee 


mee Se ste cpt 
ed 


8 6 sro > 
ON & GM ieee: 





floors are described in detail. There also 
is a section on suggested treatments for 
floor failures 


some of the most common 


such as loose tiles, yellowing, lack of 
water resistance, blooming and tackiness. 
Copies of the booklet are available free 


from above address or Circle No. 340. 


ANNOUNCEMENTS 
R. O. H. Hill Inc., 270 Lafayette St., 
New York 12, N. Y. 
fast method for obtaining 


have initiated a 
business an 
nouncement cards. Neatly designed ther 


mographed announcement cards will be 


shipped within 48 hours after order 

received, Two size announcements are 
available: baronial 144," x 53%") and 
Gladstone 33%” x 53” , in choice of 
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amazing 


VELVET 
ball 
PEN :- cil 


the pencil that writes with INK 


e combines best features of a pencil with best 
features of a ball-point pen 
@ light as a pencil because it’s wood 
e banker-approved permanent ink 
e full-length brass cartridge writes enough to 
fill 18 stenographer’s notebooks 
@ nothing to press, turn, fill 
@ fully-guaranteed 
Handy dozen-pack for 
business and industry. Blue, 
red, black or green ink. 
$3. per dozen. 
Order from your 
Stationer velvet 
For sample write on your bal] PEM «il 
company letterhead to Dept 0-10 


AMERICAN PENCIL CO., HOBOKEN, N. J. 
For More Information Circle No. 248 
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Slay 


“Mews bending over 
ae ae lo give you 
PENCIL CARBON © 

with “see~ability” N 


KLEEN KLEEN 


To satisfy the clamor for pencil carbon 
that doesn’t strain the eyes, PEERLESS 
IMPERIAL has perfected KLEEN KLEEN, 
ideal for payroll forms, inventory 
records, sales 
slips, etc. 


x 















Writes clean, 
handles clean, 
lasts longer and 
is built to take 
punishment. If 


your dealer 
can’t supply 
test sheets, 
write to us. 


Available in 
green as well 
as blue. 


PEERLESS IMPERIAL CO., Inc. 


KYe) Peerless 5 New Jersey 


lace, Newark 


For More information Circle No. 236 
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four 


sizes come 


designs 30th 
panel. 


Copy submitted is guaranteed to be re- 


and four type styles. 
with or without a 
produced accurately. No proofs are sub 
mitted to permit fast delivery. Plain or 
thermographed en will be 


plied. Plain envelopes are shipped within 


velopes sup 


24 hours 


after an order is received to 
permit addressing before the announce 
ments are received. For More Informa 
tion Circle No. 359. 


COPYING MACHINE 
Charles Bruning Co., Dept. 102-G, 4700 
Montrose Ave., Chicago 41, IIl., 
the Copy flex Model 250 desk-side direct 
copying machine which will produce uy 
to 1,000 


makes 


lettersize black-on-white copies 


per hour from one or many originals. It 
is a compact, virtually automatic model 
that less than 


occupies one 


square 


yard 





of floorspace. It turns out clean, sharp, 
black-on-white facsimile copies of prac 
tically written drawn 
or printed on ordinary translucent paper, 


material cost of 


anything typed, 


at a less than a penny 
Will take 


originals up to 18144” wide by any length, 


each for lettersize copies. 


at a speed of 10” to 25 linear feet per 
minute, Operator simply 
sheet 
chine together and a direct copy emerges 


inserts origi 


nal and a sensitized into the ma 
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Although this approach could earn the 
salesman bodily harm, the executive, 
burdened with the menial task of hand- 
signing checks while more important 
matters pile up, could profit from what 
he has to say. 

Cummins Automatic Check Signers 
could whip through all the checks in 
minutes—and register the executive’s 
perfect signature on each. 

Cummins Signers save hours of exec- 
utive time, leave more time for verifying 
amounts and authenticity of checks. 


Cummins 








A Cummins Signer lets the executive 
delegate the signing task, yet maintain 
absolute control over his signature 
through 4-way lock and key safety. In 
fact, a free insurance policy with each 
machine is added proof that there’s noth- 
ing safer than a Cummins-signed check. 

Mail coupon for full information. 





CUMMINS BUSINESS MACHINES 

Division of Cummins-Chicago Corp. 

Dept. 0-105, 4740 N. Ravenswood Ave., Chicago 40, Ill. 
Please send me full information on Cummins Check Signers 


Nome 


Nome of Business 


Cummins Business Machines 
sales and service offices 
in principal cities City 


Address of Business 


State 


For More Information Circle No. 182 


Tue Orrice—October, 1955 


177 





seconds later. One knob controls th ance and funet 
machine’s operation. Prompt return of standard 115-volt AC, i > new 
insertion into machine side Copyflex Model 200. Models 


originals after 
rein . “ ! and 200 are priced, respectively, 


permits their speedy 
$1,790 and $1,590, fob Chicag 
2 


more than one copy 
More Information Circle No. 3 


are automatically 
seq us nee on an aad 


FLUORESCENT LIGHT 


rollers which assure flat, sitive ‘. Lamp vision ‘lwood 


ing. Delivery tray has a movable mag ‘ ” -adueed Eve 


are delivered into a larg 


netic stop for stacking vari wit a light louvered shade 
copies efficiently. The tray can be « 
tended to its full 19” depth to accommo 
date large office forms. Machine is a 
completely self-contained unit which does 
darkroom, special lighting or plumbing 
the Copyflex process does not 
& vapor developer, ducts for removal 
odors are not necessary. The Model 
90 operates on 230-volt AC single phase, 
60 eycles, 22.5 amperes. It is 534” high, 
” wide, 291%4” deep. Feed table is 48” 
wide by 13%” deep at center. Cabinet permit a soft upward glow of 
made of heavy gauge steel in two-ton that cuts eyestrain by eli 
gray, baked enamel, hammertone finish shadows and minimizing contrasts. T 


lar to the Model 250 in size, appear are six louvers the top of the ¢ 


Save time ... costly errors .. 


addressing multiple shipments 
as by-product of office procedure 


With STEN-c-LABLS, you actually elimi 
nate several steps in the usual multiple ad- 
dressing process The STEN-C-LABL is ad 
dressed at the ame time as your invoice, or 
der or bill of lading, whatever your procedure 
or equipment. Addressing errors, mis-ship 
ments are avoided 


Shipping department makes unlimited im- 
pressions direct to PANL-LABL on carton 
with STEN-C-LABL applicator. You save the 
STEN-C-LABLS can be prepared on any type cost of buying gummed labels and the time 
of office equipment, such os IBM tabulating to address and fasten to carton 
equipment, Card-o-type, Teletype, as well as 
manval or electric typewriters Thousands of dollars are being saved by pre 
a) sent users by eliminating office addressing of 
a “| shipping lahels and « ulting costs on handling 
Learn how STEN-C-LABLS can help multiple shipment 


solve your multiple shipping problem. 


Write TODAY for FREE brochure \ STEN ” C ° LABL, INC 


showing detailed operation 
2285 UNIVERSITY AVE. © ST. PAUL 14, MINNESOT® 





—_— 


For More Information Circle No. 257 
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Now you can count 
and “rubber stamp” 
at 1,000 a minute ! 


When a single, electrically operated 
Tickometer will do the work of eight 
to ten people, why not get a Ticko- 
meter to do all your counting and/or 
marking jobs...coupons, slips, labels, 
cards, tickets, checks, tags, etc.? 
The Tickometer is not only amaz- 
ingly fast (counts and marks all kinds 
of paper forms at speeds up to 1,000 
per minute), but it is so accurate, 
banks use it daily to count currency! 
It feeds and stacks automatically, 
stops for damaged or irregular items, 
records both full and partial runs. 


Saves time, money wherever paper 


Pitney- Bowes 


TICKOMETER 


Counting, Imprinting Machine 


Made by the originators of the postage meter 


Tuk 


. offices in 94 cities in U.S. and Canada, 


For More Information 


Orrice—October, 1955 


items have to be counted and/or “rub- 
ber stamped” or otherwise marked. 
The Tickometer can also be equip 
ped to code, date or otherwise im- 
print product labels and cartons for 
identification and quality control. 
The Tickometer can be rented or 
purchased. Easy to use, it does not 
require trained operators. And PB 
service is available from 259 service 
Ask the 


PB office for a demonstra- 


points, coast-to-coast. 
nearest 
tion. Or send the coupon for a free 
booklet folder of 


case studies 


illustrated and a 


INC 


i 

| PITNEY-BOWEs 

| 4435 Walnut Street 
Stamford, Conn 


Send free illustrated booklet 


1 Send free case studie 
I Name 


i Address 


heap catth teas ate aia en Geen ous ann tam oma 


Circle No. 118 





NOW... 


for the first time! 


with versatile 


XEROGRAPHY 


you can copy anything, 
written, typed, printed 
or drawn, onto masters 
for multiple copy runs 
using any of these 


processes: 


OFFSET DUPLICATING, SPIRIT* DUPLICATING, DIAZO PRINTING 


New developments in xerography make it the one, all-purpose, fast and 
economical process for copying onto different types of masters for dupli- 
cating Now you can copy subjects like those shown above onto offset 
paper masters, pre-sensitized positive working metal masters, spirit® (o1 
other fluid-type masters), translucent masters, by this versatile, photo- 


exact. drv electrostatic process. 


WRITE for “proof of performance’ folders showing how xerography is 


saving time and thousands of dollars for companies of al! kinds, large and small 


THE HALOID COMPANY 


55-22X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


(ZE-ROG-RA-FEE) 
The fastest, cheapest, most versatile way to make masters for duplicating 
For More information Circle No. 116 
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shade. The 


louvers also increase light 
efficiency 30% 


because dust which nor 
mally accumulates on the fluorescent tubes 
passes through the louvers. 

a universal ‘‘friction free’’ 


employing the 


Lamps have 
adjustment 
gravity principle. Ad 
unlimited and 
frictionless. Bach lamp extends from 


justments are virtually 


Kight types in both fluores 
incandescent are included. In 
descent models also have a Kold 
le which is cold to the touch even 
after continuous burning of a 100-wati 
bulb. All lamps are avatlabl 
brightness 


itt 
engineered finishes: Ss] 
For More In- 


gray and desert bronze. 
formation Circle No. 331. 


ADDRESSING MACHINE 
Master Addresser Co., 6500 West Ls 


sitet 
Minneapolis 16, 
dition of the 


of spirit 


Minn., announced 
Model ¥90-H to its line 
process addressing mach 
This incorporates the addressing 


record keeping svstem of the 


Card-Type addresser and in 


advantage of foot operation whicl 
“aves the 
handle the 


operator’s hands free to 
material being addressed. 
The Model 90-H Master Addresser prints 
from individual paper address slips which 


are prepared in a standard typewriter. 


For handling and filing, address slips 
are inserted in holder-cards which have 


THe Orrice—October, 1955 





HEINRICH DIEHL G.M.B.H. 
RECHENMASCHINENFABRIK 
NURNBERG -STEPHANSTRASSE 49 


WESTERN GERMANY 
For More Information Circle No. 255 
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for ¢ filiy , P 
0 t vs of 1 


s. For More Information Circle 


for Every Office! 


PORTABLE TYPEWRITERS 


* 8 nderwood Corp., Dealer Div., 1 Park 
é ' re ve., New ( c 16, N. Y., announces two 
lmproved design ortable typewriters. 


! I 


Office Machine iat aeaiice eee ee 
PAPER ROLLS 


The superior quality paper rolls 
used in cash registers, adding ma- 
chines and teletypes in offices and 
stores everywhere! 





tested for micromatic 
accuracy 


guaranteed for smooth 
operation 


clean cuf, lintless, 
without cplices 


red ink werning marks 
near ends 


conveniently pack- 
aged in individual 
boxes 


AVAILABLE AT ALL 
LEADIN’ STATIONERS 


DEALERS: Write for CASH 
REGISTER ROLL SPECI- 


FICATION SHEET and 
prices today! 


RITTENHOUSE 
PAPER CO. 


6405 South Wentworth Avenue 








Chicago 21, Illinois 
For More Information Circle No. 233 
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NU-KOTE 


penci carbon 


“New. 


PLASTIC ON PAPER 


1 penc 


7 A 


MITTAG & VOLGER, Inc., Park Ridge, N. J. Ey 


For Mere Information Circle No. 20¢ 
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in streamlined contrasting two-tone 


SAME AMOUNT OF RECORDS i 
IN HALF THE SPACE Carrving cases, These machines also have 


improved carriage rail construction for 
writing accuracy and greate sase of 


operation. Among the any ig if 
WITH DOORS chine features, the Underwood Deluxe 
For Maximum and Universal Quiet-Tab offer exclusive 
Record Protection key set tabulation, single, double and 
triple spacing, See-Set margins, auto 
matic ribbon reverse, push-in variable 
line spacer, balanced segment shift and 
a margin release key that controls both 
the left and right margins. For More 

Information Circle No. 325. 


a 
FLOOR MATS 
WITHOUT DOORS Tab oducts Co., 57 Post St.., 
For Greatest Record Franciseo 4, Calif.. offers Tab Foot (Ce 
Accessibility! fort Mats of rubber tile bonded to 


HERE’S HOW THE visi-sHeLF ©!" rubber which lessen fatigue 
SYSTEM CAN SAVE YOU caused by standing on econerete floors. 
SPACE — TIME — MONEY J mploye es who stand at their work feel 


better and work more efficiently. The 
Floor Plen ef an Actual Filing Area Before 


Installation of the Visi-Shelf Filing System beveled-edged rubber tile is of highest 
= v7 quality, bonded to the sponge rubber 








T 
+ 
+ 
+ 
+ 
+ 
+ 
aes 
= 
+ 
+ 
+ 


This eree was occupied by 196 four drower letter filing cabinets with 
a filing copecity of 784 drawers or 20,776 filing inches. 


Fleer Pian after installation of the Visi-Shelf Filing System 














Mere Ther Halt the Fiting Aree Becevered te: Other Use 

ase nf Pos | *T) a ve 
90 Visi-Shelf Filing Units, occupying less thon helf the original filing bas e to seal it off and kee I if lirt-free, 
area, hold oll of the records previously filed in the entire filing oreo! The mat is designed to maintain the 
These vnits, with @ filing copocity of 25,380 filing inches offer 4,604 


proper degree of resilience for maximum 
more filing inches — on increase of 25% in filing copacity 


foot comfort throughout its long life. 


Fe ee e288 Oe @ 2S 2H Se See 2 222 4 
* Visi-Shelf File, Inc. 0-10) Mats retain their lustrous look for years 
105 Reade Street New York 13, N. Y. | 
Please send free catalog describ- : 
ing the new Visi-Shelf Filing System. s| enhances appearance and prevents trip 
# 
| 
' 


and outwear ordinary ones by as mucl 


as four or five times The beveled edge 


ping. Kight attractive lors to har 
monize with any color scheme and make 
tabulating departmen pleasanter to 
work i green, yy . “1, tan, 


. 
: black, brown, 
tical marble pattern. ole g clear 


gray an in a prac 


For More Information Circle No. 235 
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through the tile and 
wear off. 


No. 368. 


won’t change or 
For More Information Circle 


SMALL SAFES 

Rand Div., Sperry Corp., 
Ave., New York 10, N. Y., 
a complete new line of small in 
sulated, fire-resistant 
and professional 
the home. 


Remington 
315 Fourth 
makes 
safe for business 
well as for 
Safes have certified 4-way 


offices as 


protection against fire, impact, explosion 
and burglary, bearing the Safe Manu 
facturers’ National Assn. label. They 
subjected to stringent fire 
tests assuring valuable paper protection. 
Crushing impact tests equivalent to fall 
ing walls or collapsing floors assure no 
damage to 
duetion in 


have been 


stored documents. A re 


burglary insurance rates is 
possible through combination locks, drill 


proof lock mechanism, uniquely designed 


on NESTON BOND” 


New Weston Bond is high in quality, low in cost. 


Its new brighter, whiter color will make your 


correspondence more impressive, your sales letters 


more effective. Ask your printer to use it. 


Write for sample book. Address Dept. OF 


BYRON WESTON COMPANY, DALTON, MASSACHUSETTS 
Makers of Papers for Business Records since 1863 


For More Information Circle No. 310 
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BOARDMASTER VISUAL CONTROL 


Graphic Picture of your operations 
—spotlighted in color, You see what 
is happening. Saves you time, pre- 
vents errors. Simple and Flexible. 
Easy to operate, Write on cards and 
snap in grooves. Ideal for Produc- 
tion, Sales, Scheduling, Inventory, 
Etc, Made of metal, Compact and 
attractive. 


Full Price $49-59 with Cards 
FREE 24-PAGE BOOKLET NO. F-500 


FREE Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd St. © New York 36, N. Y. 


For More Information Circle No. 251 


COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brak: 
Casters which allow the tad 
dor to be rolled freely wher 
no one is on it. When yor 
step on the tadder the ruu 
ber cushioned legs rest on 
the floor and prevent roiling 
Made in 7 heights—3 widths 
Send for Circular 53-0 and 


prices 
1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave 
a Chicago 40, Iii. 


For More Information Circle No. 252 
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and automati 


relocking 
Permanently dry insulation in 
safes has less than 3% moisure 

ith rustproof 

mechanism, 
Rand 
finished in 


mahogany on 


ngton 

Rite, sa { Oo can be 

green, wainut or 

special order. Spee al colors are avail 

able at extra cost. For More Informa- 
tion Circle No. 352. 


SPIRIT DUPLICATOR 


Duplicators, Ine., 200 East 72nd 
New York 21, N. Y., makes the 


1 Alison 101 Spirit Duplicator of 
sion construction for smooth, easy 


operation. Its Visi-Copy feature provides 


for stacking sheets at the rear of the 


luplicator and running them so that they 


come out face up at the front of the ma 


chine. This is the most convenient pos 


tion for the operator see that impres 


sions are clear, Automatic paper feed 
takes any size fron 


\utomatic: 


postcards to 15” long 
sheets. operating = side 
Machine can 
int from one to five colors at one turn 


p! 
of mndle, at 4 


pads assure register control, 
| 


copies a minute, 
gulates pressure for 
Kluid control is 

ck provided, 

nul sides and 
surtacs 

even all 

pressions, 

s tor smooth 


ur rubber 
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A new way of life in the office 
Arno 


PARTITION-ettes* 





and OF FICE-ettes'' 


hatexe ltl tela 


packaged offices in both 


steel and wood 


Manufactured by 





iia ia ail ARNOT-JAMESTOWN DIVISION 
ttlicensed under DuPont Patent , 


AETNA STEEL PRODUCTS CORPORATION 
JAMESTOWN, NEW YORK 


For More Information Circle No. 138 
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we Y OR POLL REY 


Now Clary offers you both Adding Machine Keyboards! 


Clary Corporation 
Take your choice—they’re both Sen Gabriel. Callt 
handsome, both quiet, with the oe ee 
lightest touch imaginable. They 
add, subtract and multiply as fast as 
fingers can fly—the Clary never holds 
an operator back. All the controls 
are power driven...and she’ll enjoy 
the miracle of easy division without 
the use of tedious reciprocal tables. 
Clary factory branch offices and 
dealers are listed in your yellow pages 
Call for a Clary demonstration in your office...today! 


CREATOR OF MODERN COMPUTING MACHINES AND CASH REGISTERS FOR AMERICA AND THE WORLD 


For More Information Circle No. 153 
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wheels, finished in gray with chrome trim, deal is sold 
the Alison 101 lists at only $145. For tains the tape and two handy dispensers 
More Information Circle No. 353. in one package with the second dispens 
included at no extra cost. Deals good 
TAPE & DISPENSERS only until Nov. 30. For More Informa 
Minnesota Mining & Mfg. Co., St. tion Circle No. 357. 
Paul 6, Minn., offers two deals (Deal 
R and Deal 8) which include two Seotch REPLY CARD STENCIL 
\. B. Dick Co., 5700 W. Toughy 
Chicago 31, Ll, makes a stencil for: 


mimeograph business reply cards s 


as a complete unit and con 











s REPLY CARD 


OHN GQ. PUBLIC CO 
1000 MAIN STREET 


EVERYWHERE 





brand deluxe desk dispensers and 12 

rolls of either 4%” or %” by 1,296” Seotch 

cellophane tape. Deal R, with %”-wide and economically. The usual for: 
tape, saves $2.96 per deal; Deal 8S, with reply card is in essed on the 

1)”"-wide tape, saves $2.63 per deal. Each All the user need do is type in the 


NEW «- FASTER - 
EASIER « Automatic! 


Destroys Old Papers 
and Records with 
No Hand Feeding 


The new "SILVER EXECUTIVE AUTOMATIC" Paper Shredder is the first 
stack feed machine . . . feeds itself automatically! Shreds confidential 
papers, records, time cards into !/,” strips—in seconds. Machine is a 


typewriter-size, portable desk model with full |/, HP motor. Safe, easy to 
operate. Many sizes. Write today for details of 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 
103 MILL STREET . SALEM, OHIO 


For More Information Circie No. 254 
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Now-—Turn Printed Sheets 
into Finished Booklets 


i OM 


with the VERTICAL 
“Bookleteer” 


COLLATES © JOGS 
STITCHES © FOLDS 


© SPEED —up to 3 per! 
© SIZES sheet l 
© CAPACITY 

© SAVING 1 oper 


Here’s the latest JCM achievement to 
help you save binding costs! This fast, 
accurate 4 or 8-station Vertical Collator 
combined with Jogging, Stitching, Fold 
ing and offsetting delivery Attachment 
turns out completed booklets practi- 
cally by itself. Does all this in one 
operation—faster than any individual 
step on present equipment! Gives you 
different color pages and weights of 
stock in same booklet’ 


J. CURRY MENDES 
CORPORATION 
One Curry Lane © Canton Mass. 


Western Offices and Piant: 500 S. Clinton St., CHICAGO, 
ILL. Eastern Offices: 22 E. 29th St.. NEW YORK, N. Y 
West Coast Offices: 619 Washington St., LOS ANGELES, 
CALIF. 


For More information Circle No. 227 


190 


return address, 
irds are approved 
» Dept. The user 
whicl 


Packaged in 


permit for 
ther: 
glassine pe, the stencil 
pal er It i 
be use any stencil duplicator. For 
More Information Circle No. 105. 


nstructions, 


TIME STAMP 

, Dept. AH, 605 W. Wash 
. Chicago 6, Ill, makes the 
Dorson Tin tamp whiel 
records month, 
| has a four 
i is des gned Tor 
constant use. The printing sur 


two or thre e 





show 
other 
quired ne Sts 
is usé world 
niessn 
it pro 
arrived, (2) how 
when it left. Avail 


key set models 
For More Information Circle No. 409—> 
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INCREASE EFFICIENCY — AVOID FATIGUE 
with 
Bevco Ventilated Comfortable Chairs 


that 
SIT COOL 
SIT SAFE 
SIT POSTURALLY CORRECT 


Persimmon, Blue 
Maize, Brown 
Black, Forest Green 
Ivory, Elm Green 
Grey, Bronze 
White, Maroon 
ES45A Aluminum Base $54.95 
POSTURE SWIVEL ES45 Tubular steel base $44.95 
6 easy adjustments to q Tubular steel frames available in Satin 
fit all body types.  _ PS33A ~ or Polished scuff proof Chrome or. Lac- 


Extra wide seat. “J Aluminum quered finishes on bonderized steel: 
Base $39.95 Grey, Mist Green, Bronze, Black, etc. 


PS33 
Tubular Steel Base $29.95 


Better 
Enduring 


Ventilated 


TABLET ARMS 
may be attached 
B E V SS O ch aif 
j are wa avers. . 
No. SCI8W SSW 
Side Arm Chair | Side Chair 
$24.95 $17.95 


IF YOU ARE NOT SITTING ON A BEVCO CHAIR YOU ARE 
NOT AS COMFORTABLE AS YOU SHOULD BE. 


B i " \ 'C Q PRECISION MANUFACTURING COMPANY 
_d A 831 Chicago Avenue, Evanston, Illinois 

















if you're not, you keep your 
records in a modern safe. Out of 


100 firms who lose their records in a fire, 43 


business 

never reopen. The best protection you 
can have is a Meilink A Label safe. There 
ink A Label safe 


Think it over. Then-talk it over with your 


no safe safer than a 


Meilink dealer. Or write Meilink 


Steel Safe Company 16/2 Oakwood 


Avenue. To 


plete tine of saf sulated product 


i 


Meilink Steel Safe Co 
1672 Oakwood Ave., Toledo 6, Ohio 


Please send me your folders on Meilink safes and 
Hercules insulated stee! files 





Name 





Company — 





Street 


/ 


Co es es ce ew oe we ee ee oe 


City. 


For More Information Circle No. 223 
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it Ut! same aS price The hand-set 
model can be immediately set and wound, 
vi the key-set requires a separate key 
which makes it tamperproot Joth have 
the ame 40-hour jeweled-balance move 

ent \r exclus ‘ feature “ the 
patented spring base which Keeps the 
rubber printiz surface off the ink pad 
when the stamp is not in use This 
preserves the die na assures a clean 
upression every time. For More Infor 


mation Circle No. 375. 


MEMO CALENDAR 


Wilson Memindex Co., 149 Carter St.. 


Rochester ,] N \ makes Dayde 
enley rs th patented arrangement of 
pages, hours and dates to keep dail 

schedule for the entire week alwavs 
isible but on today’s memos and 
appointments ire ol top Davas 

ye 85%” when closed. Each notatior 
. onate by the dav of the week, 
day of the month and hour. Indente 





pages instant reference to any 


pern it 


day. There is ample space for extra 


memos and data Streamlined base of 


sea-gray styrene holds year’s supply of 


calendar pages and 18 refillable to last 


for years. Durable, wear-resistant cover 
in matching gray flips closed for privacy. 
All pages are lithographed in dark gray 
bond. Double 
book-marks are in 


calendars and 


on top-grade commercial 


weight, insertable 


cluded with two years 
phone index. In gift box, the Daydex 


is $3.75. For More Information Circle 336. 
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GIVE HER A NEW 
UNDERWOOD 150 


underwood 





did i a 


--- 1T MAKES YOU BOTH LOOK GOOD! 


You look / because every letter You both look good because the nev 
your secretary types is crisp, clear and Underwood 150’s rugged durability 
distinctive——it says nice things about means extra years of trouble-free service 
you and your company and satisfaction. 


} ir secretar b i because the May we Ive YOU a demonstt ition of 
new Underwood 150 ts designed for ex- the new L nderwood 150? Call vour loca! 
treme ease of operation...and to keep Underwood Ofhce, or write us a note 
her hands attractive. Underwood’s ex- direct. With your permission, we'll send 
clusive halfmoon keysendthe annoyance along a gift for your secretary, a bottle 


of broken fingernails and chipped nail of Underwood's Red Nail Polish. Call 


polish. or write today ! 


ot 


UNDERWOOD @hTStTTITE CORPORATION 
: < 

One Park Avenue, New York 16, N. Y. 

For More information Circle No. 3128 
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CHART-PAK FOR OFFICE LAYOUT 





. . . because it’s easier 
to move a template 
instead of a desk 


Now do your own office layouts the easy 
foolproof way—use Chart-Pak Templates— 
I i 
preprinted individual units of office furniture: 
desks, tables, chairs, filing cabinets, utility fix- 
tures. Scale 4%” to 1'0”. 
Chart-Pak Templates are self-adhering. You 
can stick them on, pick them up, use them 
again and again. You make all the changes 
you want, any time you want, in your com- 
pleted layout. You can plan layouts quicker— 
easier. The finished job can be done profes- 
sionally by the most inexperienced help in 
your office. Your finished layout can be eco- 
nomically reproduced by all photocopy or print- 
ing processes. 
Exclusive! New! transparent plastic lay- 
out ra ar oft furniture 
» typed, 
or irawn upon! 
also available for or- 
nization or flow charts, plant layout, or 


e ent tk 











apt harts. Write for details or use 
upon 
Pas 

a 5 reed ~~ Sen) So aig ena alla, 
, CHART-PAK, INC 1 
i 100 Lincoln Ave.* Stamford, Conn.* Dept. 105J | 
| Please send me Chart-Pak Method data on - 
! L) Office Layouts Orgenization Charts { 
[) Plant Layouts Graphic Charts : 
| Nome. —— 4 
Company _ ———— a 
i Address___ ‘ es 
1 City State \ 
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INTERCOM TELEPHONES 


DuKane Corp., St. Charles, TIL, has 
introduced four flexible, automatic phone 
vate “ for internal ceommunications. 
There is a 10-phone hookup which opet 
ates on a single line. Another 10-phone 
system utilizes two links so that four 


phones can be use at one time. Two 


nore networks have 15 phones on three 


links, and 28 phones on four links. Up 


to eight phones can be used simultane 


ously with the latter system, Each phone 


dialed by one or two digits. If line is 


ealls the 


automatic 


busy, an 


ring-back 
~ 





party at other end as soon as link is 
cleared Priority eireuits can break 
through a busy signal so caller can talk 
to desired party without talking to an 


outsider, Paging buttons can be added 


to selected phones and will not tie up 
| 


a conversational tink. Secretary exten 


trunk line buttons for use 


between heavy traffic points to reduc 
busy signals. This equipment survived 
the atom bomb explosion in Operation 
Cue, For complete information Circle 
No. 356 on Reader Inquiry Card. 
AIR FRESHENER 
American Stencil Mfg. Co., 2714 Wai 


nut St., Denver 5, Colo., makes Sure-Rit« 


} reshener n an aerosol 
Other 


Strea lime 


Jet Stream Air 
bomb package. products in the 
Rite 


Sure-Rite Jet 


nclude Sure 


new Jet 


Jet Stean I'vpe Cleaner, 


Stream Hand Cleaner and Sure-Rite Jet 
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for 
the 


Davidson offers<.. 


A 116 PAGE 
HANDBOOK 
AND CHART 


FREE to all Davidson 
Dual-Lith owners * ‘yj 


Here it is, with over two years of painstaking preparation 
behind it... the first copy of the Davidson Operations 
Manual. 116 pages and 156 illustrations packed with every- 
thing there is to know about the Davidson Dual-Lith and 
Offset Lithography, Letterpress, Dry Offset, Embossing, 
Numbering, Imprinting . . . Inks, Solutions, Plates, Sup- 
plies, Paper Stocks .. . every facet of your production 
operations. A copy sent free to ALL DAVIDSON OWNERS 
in exchange for the serial number and model of your 


Davidson Dual-Lith. # set in Reditype 


DON’T OWN A DAVIDSON? ... 


A 21x32" Lubrica 
tion Chart with 19 
illustrations, is in- 
cluded in each Oper- 
ations Manual 


SMAL 
west . or, 


+ 
,3° 


. THE WORLD'S 


. [} The Serial & Model No’s. of my Davidson are 
You may have this informative 


Operations Manual, the price is $5.00 


per copy. Use the attached coupon, Send my free copy of the Manual 


and make your check or money 
order payable to: ned 
DAVIDSON CORPCRATION Company 
A Subsidiary of Mergenthaler Linotype Company 
29 RYERSON STREET, BROOKLYN 5 NEW YORK Address 


City 
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L] | enclose my check for $5. 


Title 





NEW 
MODERATE PRICED 


butomattic 
ENVELOPE 
STUFFER 


$875°° 


plus taxes 


Model 51 


INSERT-O- MATIC 
STUFFS ENVELOPES 
UP TO 5 TIMES FASTER 


Replace slow, outmoded hand inserting 
with this quiet operating, desk-type 
automatic stuffer. Designed and priced 
to team with all other automatic equip 
ment used in producing and processing 
outgoing mail! Inserts 1 to 4 folded 
sheets into any No. 6% to 10 envelope 


INSERT-O- 


Puts Mail Into 
Envelopes Automatically 


FOR FREE BOOK:¢,, 
SEND OR PHONE 


Insert-O-Matic Corporation 
1707 WN. 25th Ave., Melrose Pork, Ill. 
Fillmore 4-9840 


Please send me your free 
brochure, SAVE ON ALL MAILINGS! 


Name 
Company 
Address 


ape Zone State SJ 


i fe ee 
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te Jer 


designed to re 


Stream Static Eliminator. Sure-I 
Stream Air Freshener is 
move odors from a room in a few 
seconds Now available through local 
office supply stores, the Sure-Rite Jet 
Stream Air Freshener provides fresh 
clean air in a room, nstead of 
dank smells that irritate and antagonize. 


For More Information Circle No. 330. 


muggy, 


REPRODUCTION TECHNIQUES 

Robertson Photo-mechanix, Ine., 306 
Kiston Ave., Chicago ' l., offers 
free technical bookle ering the op 
eration of sma camert and negative 
making. Titled ‘‘The 320 Manual of Op 
eration,’’ the 45-page booklet explains 
how the Robertson darkroom camern 
is used in enginee g departments in 
conjuction with sur 


offset ar 


processes as ero 


graphy, duplicatin 


in photo departn ts along 
cameras and microfilming equipment, an 


also in sales. reproduction and adver 


tising departments with offset dup! 
cators and other such reproduction equip 
ment. The manual contains articles ex 
xerography, flash ( 


scaling copy and light 


plaining xposures, 


arrangement. See 
with glass halftone work, 


tions deal 
line Ot ve procedures, eontact screen 
techniques, analysis 


for making « f contac screens, al 
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4 Photo taken at Jackson & Perkins Co., Newark, N. Y, 


ol 
t 


=) The Denominator goes to work for 
¥ 
JACKSON & PERKINS! 


Counting and segregating orders for many different types of 
rosebushes can now be accomplished quickly, easily, more accu- 
rately and with greater economy by use of The Denominator. 


Each unit of the 500 unit Denominator shown above represents a 
particular type of rosebush. As each order is received, it is tabu- 
lated on its respective unit. Order tabulation is greatly simplified 
—no pencil or tally sheet necessary! The total shown on each unit 
indicates the number of plants sold—and when deducted from 
stock on hand—provides running inventory control! 


The Denominator can be made up in as few or as many units as 
you may require. Each unit can count up to 9,999. Consult us 
for your particular needs, without obligation write Dept. O-54. 


THE Denominator Company, INC. 


261 BROADWAY, NEW YORK 7, N. Y. 


Manufacturers of Tabulating Machines for 40 years 


For More Information Circle No. 152 
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INVISIBLE TAPE? 


4 ‘ Here’s an all-new tape that does a 
Wont chrink near-invisible mending job on documents, 
*** books, office records. It’s ideal for taping 

No 4 ch riders and endorsements on policies and 
ON t OW eee valuable papers...completely shrinkproof, 

it stays crystal clear, won’t ooze adhesive 


4 ! And can write on it with pencil 
Wont ooze xi sntv 


Your office supplier has “Scotch” 810 Permanent Mending Tape in handy 
1296-inch rolls. See him today for a supply of this wonder-working tape ! 


REG U.S PAT. OFF 


Permanent Mending Tape 


The term “Scotch” and the plaid design are registered trademarks for the more than 300 pressure- 
sensitive adhesive tapes made in U.S.A. by Minnesota Mining and Manufacturing Co., St. Paul, 
Minn.—also makers of ‘‘Scotch’’ Sound Recording Tape, ‘“‘Underseal’”’ Rubberized Coating, 
“Scotchlite” Reflective Sheeting, ““Safety-Walk”’ Non-slip Surfacing, “3M” Abrasiyes, “3M” 
Adhesives. General Export: 122 E. 42nd 5t., New York 17, N, Y. In Canada: London, Ont., Can. 


For More Information Circle No. 102 
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to understand it. The booklet has over 
1) photographs and diagrams including 
charts to show proper sereen distances, 
tandard contact screens with corre 
sponding film sizes, a system of simpli 
fied lens settings, and many more. Free 


from above address or Circle No. 348. 





MACHINE TIME RECORDER 
Reeorder Div., Heat-Timer Corp., 657 
Broadway. New York 12, N. e mak« s 
the Time Recorder-Totalizer which pro 


duees a continuous operation record of NOW the VLA 


any electrically operated machine or 


process. Chronologically marked tape in No. 3 IDEAL MAJOR MOISTENER 


dicates the time and length of every 
‘Son’? and ‘*om’’ poricd. The total 


hoee Here’s the heavy duty 6” roller moi 
on time is also given, or totalizer 


tener that meets every ‘‘most wanted” 
requirement. It’s big enough to handle 
wide gummed tapes, extra-size ship 
ping labels and large envelope flaps in 
both shipping rooms and offices quick- 
ly and neatly 


yw FRICTIONLESS, QUIET OPERATION 


% NON-MARKING RUBBER FEET 


%& POSITIVE STABILITY WITH 
NET WEIGHT OF 3 LBS. 


%& SMOOTH, SANITARY PORCELAIN 
FINISH FOR ENDURING BEAUTY 


ues 


Send coupon to Sengbusch today for 
a sample Ideal No. 3 Sanitary Mois- 
tener, at the low list price of $2.50, 
shipping charges prepaid. 

can be replaced with a counter to count OTHER FAMOUS SENGBUSCH 
operations or pieces produced, te Office Essentials f Listinclhon 
corded sections of the tape may be torn SELF-CLOSING INKSTANOS © SANITOUCH M NER «© HANDI-PEN 


n KLERADESK « fA AN ARY W ENER 
off or left to accumulate. One inexpen ATA-RACK © FILE-A-SIST © “BUILO-UF €SK 


Ret 





sive roll will last several months; King Pe PPP ee eee eee EE 
and cleaning are unnecessary. Tamper Sengbusch Self-Closing Inkstand Co. 
1205 Sengbusch Building, Milwaukee 3, Wisconsin 
Please RUSH a sample No Ideal 
Major Moistener to 


proof unit is easy to install on any ma 
chine, operates on 115-220, 60 cyele, VAC, 
costs $55. Write above for Literature 


OF or Circle No. 354. 


For More Information Circle No. 262— 


Name 
Company 
." ee Address 
Puke Ovrice—October, 1955 — 
City Zone 


Check/Money Order for $2.50 enclosed 


Peseseeeeeeeaeuce 
bee e eee eee eee ee 





Multilith and Davidson Users! 


MAKE PLATES FASTER. 
GET LONGER 
QUALITY RUNS 


ys 


with the 


RAPID 
PRINTER 


Make your own plates quickly and eco- 
nomically! Completely enclosed lamp 
and printer combination produces pre- 
sensitized plates in 1/; the usual time. 
Ideal for firms with their own Multi- 
lith, Davidson or various other repro- 
duction equipment. 


Two new Rapid Printer models come 
with Automatic Arc Control which as- 
sures uniform light intensity and color 
temperature. You get sharp line defini- 
tion and perfect halftone » structure. 

The Rapid Printer is low in original 
cost, low in maintenance cost and re- 


quires no special installation. Write 
today for Bulletin No. 230A-O. 


Company, Inc. 
824 S$ Western Avenue * Chicago 172, IIlinors 


For More Information Circle No. 241 
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PARCEL POST SCALE 
evy-Bowes, Ine., Stamford 
) Pares Post 


Zone selector After 


Conn., 


" 
Pcn lt 


, zone key is de 

> or air parcel 
zone ean be easily 
ate chart settles 


quickly for faster reading and magnify 
ens permits erroriess set ing. Seale 


70 lbs. in 2-oz. gradua 


Book rates are also indicated. 
ne ball bearings maintain weigh 
adjustment almost 
indefinitely. Seal s 23 5s i” 2 1114” 
high; platform is 14” 131% For More 
Information Circle No. 361. 


ing accuracy without 


FILE FOLDER 
1123 El Retiro Way, 
offers a file folder 


Calif., 
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oe wen 
« pramatic 


t 
9 VITRA peur 


of literature 
wt wooer® 








210 
qualified 
executives 


This handsome, elaborate Manual—color- 
fully GBC plastic bound—has been months 
in preparation and is one of the most 
expensive and idea-stimulating books ever 
offered for selected distribution. Illustrates 
the many advantages of the modern GBC 
Binding System...increased efficiencies 
...savings in time and money...greater 
prestige, readership, and life for catalogs, 
reports and presentations. Pages lie flat— 
turn easily. You and your staff will want 
to examine this informative manual. Send 
for your FREE copy today. Supply is limited. 


GENERAL BINDING CORPORATION 
812 W. Belmont, Dept. 0-\0, Chicago 14 





1 pe 


Leena ewan a nwa e we wee eee 


NOW. | offered to you for the first time 


this 
“MANUAL 

OF MODERN 

PLASTIC 

AND 

LOOSE-LEAF 

BINDING” 


“Plasti-Clear” 
Cover 


Se SSG SS 22222288288 22225 
are 
C): 

on 
Please send me my FREE “Manual of 


Modern Plastic and Loose-Leaf Binding’ | 
understand there is no cost or obligation. 


General Binding Corporation 
812 West Belmont Avenue 
Dept. 9-10, Chicago 14, Illinois 


Name 





Position 





Organization 
Address 
City 





| 





State 
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; Remedy 


FOR CORRESPONDENCE HEADACHES 


Everyday correspondence like or 
der acknowledgments, answers to 
inquiries, and promotion letters, 
can become an expensive headache 
in every busy office. The economi 
cal remedy is to handle this work 
the Auto-Typist way. Auto-Typist 
equipment, operating any standard 
typewriter automatically, can pro 
duce error-free personal letters 21/2 
times faster than your fastest typ 
ist . . up to 500 letters a day! 

Salutations, fill-ins are typed 
manually, but the rest is auto- 
matic. Thousands of offices, both 
large and small, use Auto-Typist 
pre-composed paragraph selection 
system to cut their correspondenc e 
costs. 


Return the coupon for 
complete details about 
this automatic way to 
end costly correspond 
ence headaches 


ee 


- 


<) 


GéT THE FACTS 


ee ee ee ee ee ae ae = 


American Automatic Typewriter Co 
Dept. 510, 2323 N. Pulaski Road 
Chicago 39, Ill 

Nome 


Company 


Address 


For More Information Circle No. 226 


202 


FICE LAYOUT KIT . 
MAIL COUPON TODAY ee ee tune 


nut con 
rie folder, 
d clear 
e of quality 
outiasts oral 
s filing more 
smaller spaces 
thout scratches and tearing of nails 


For More Infermation Circle No. 342. 


FOR COLOR PROJECTION 


reneral Aniline & 
Johnson C 
line of Oza 
sual aids. These 
e strong, vivid 
orange or green, 
Ozalid process 
ranslucent or 
ad projectors 
convey large, ar, multi-color images 
onto i an walls. The brilliant 


hues it nstructors to dramatically 


OFFICE PLANNING? OFFICE DESIGNING? 


adhering temt no 


glue 
ar t 


- iene on our | 
Schedulir Prograu 
PLANORAMICS 

631 East First St., Boston 27, Mass. 
For More tnformation Circle No. 265 
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lustrat« 
facing their listeners. Ozalid also 

ed line of Ozachrome 

s for lithograph | 
ing. These produce images in ey | ma zachrome Viewfoils and 
venta, yellow and black that faithfully ruc ‘olor films can also be used a 
match the spectrophometrie character color overlays and displays. For More 
stics of the printing inks most widel) Information Circle No. 337. 
used, They can be superimposed — te 
produce practically any color that can TYPEWRITER TABLE 
be printed on lithographic or gravur Ajusto Equipment Co., 2144 Ma 
presses, Made aireectly Trou separe on Ave., Toledo, Oh o, makes the No. 22? 
positives, Ozachrome True films lyping Table of 14%” by 16 gauge 


eliminate the need for proot plates and ar steel, electrically welde nt 


"/ love my New Order Desk. 
/ find or file an Order or a 
Master in Seconds ! 


My Boss is in better humor, too. 
Before | was on my feet as much 
as at my desk” 


WASSELL CORRES-FILE 
ORDER DESKS 
give finger tip control of all records. 
Cards and correspondence or orders 
can be mixed. All records instantly 
available. 


pre DESCRIPTIVE CATALOG 


Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn 


Far More Information Circle No. 23 
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niece frame. Ajustrite arched esign ane 
U-bar bracing whicl prevents leg wobbl 
Made n three heights: 2614 and 


. JU”, and rubber ni 
usiness Secrets 
Now you quickly and easily destroy ~ ei 


confidential papers and obsolete 
records right in your own office. 


NEW SHREDMASTER 


ELL 


Portable shredding machine designed 
especially for office use, the size 
and weight of a business typewriter! 


screw ack 


y 


ote nn 
ger “. 
* 

s 


JOENTIAL 4 | ] 


additional 
ge x2Z but 


The tal also 


permit 1” Standard 
table top 


sizes are 


other 
has 


ade of 


BUY REX-O-g:aeh 
for Cleaner... Quicker... 


Modern Fluid 
Duplicating ! 


measures 
available. 


a 7” x 13” x 17” book hold n 





shredding machine that 
destroys confidential pa- 
pers quietly and cleanly. 
Greater capacity, speed 
and safety than ever be- 
fore! Compact, modern 
design. Exclusive slanted 
gravity feed speeds shred- 
ding of paper in multiple 
thicknesses, tickets, cards, 
coupons and labels. Any- 
one can operate the 


The only office paper 

















# UNREADABLE SHREDS * 
4 COME OUT WERE. | 
*. io 
een 





all kinds of work! 


letters, office forms! 


@ Accurate copies of 


FREE: | 


Bantam 10. Safety throat 
assures protection. Priced 
well within the budget of 
all businesses, large or 
small. 

Manufacturers’ guarantee 
Authorized dealers in 
most cities. 


Illustrated descrip- 
tive folder in- 
cludes 10 day free 
trial details. Write 
“BANTAM 10” on 
your letterhead or 
postcard, and mail 
today to: 








The SAREDMASTER ‘@...,/ 


ete Line Of 
UF me 


Of The Most Comp 


Manufacturers 


j J rial Shredding 
A Division of Self Winding Clock Co., Inc. 


213 Willoughby Ave., Brooklyn 5, N. Y. 
For More Information Circle No. 244 
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@ Announcements 

@ Colors from one Master, one run! 

@ Postcards to 9”x14” size . tissue to 
card stock! 

@ Automatic paper centering! 

@ Precision-built, trouble-free! 


MODELS FROM $98.50 to $878 
(Plus Tox... F. O. B. MILWAUKEE) 


DEALERS: Choice creas open for steady 
profits on equipment and supplies! 


RE X-O- , HE. 


7844 W. Hicks @ Milwaukee 14, Wis. 





For More Information Circle No. 264 


THe Ovrict 


October, 1955 





Trame 


or 


tior 


the 
further 


without ther 


eut lown anv 


bolts to t dow 
For More Information 


» and noise, 


Circle No. 363. 


Allied 
Ave., Chicago SO, I1l., 


con 
Lior 
ove 
Par 
enl 


source of 


qu 


longer in 


tor! 
| 


elee 


in handy 6” x OQ” FT? nage fort t: 


Information Circle No. 378. 


ounced 


diagrams of 


ELECTRONICS DICTIONARY 


Radio Corp., 100 N Wester! 
' ll.. have ‘ 


l 


plete 1y rey 
Electronic Tr 


sed ed 
mryv of 
r 3,500 terms. hd 
tridge, nssocinate 
engineering, | 


Is an accurate 


words used in the rapid Vv ¢ 


electronics Definitions 
mostly modern techniques and 
pment, but nelu many ! 

gene! 


retained for } 


e¢ reasons. Over 150 illustrations and 


componer ts, equipme nt an 


i 
tronic c¢ireuits are included. Print 


opy from abo For More 


AUTOMATIC TAPE PUNCH 


lary ¢ orp., San 
that it 


d Autor 


Gabriel, Calif.. 
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Pree ! with each Evans 
GATHERING RACK 





Fase ogee de 
SELLS FOR FO 
eh 
a P 


FO¢ 


| Finger-tip Moistener 


——EE 


For Even Faster 


COLLATING 


3,500 sheets an hour easily gathered by 
one worker without fatigue. Evans Gather 
ing Racks GUARANTEED to give 
quicker and more accurate results than any 
other collating aid on the market. 
Racks are aluminum, in vertical or horizon 
tal models, with 6, 12 or 18 sections. Each 
section holds 500 sheets at inclined angle 
Non-skid in use 
aside. 
JOGGER, aluminum. fits end of any TU 
(horizontal) Rack. Gathered are 
dropped criss-cross into Jogger. As hand 
lifts forward to resume gathering, handle 
is tapped—and sets jog neatly for removal 
SHOWN: 1|2-section TU Rack with Jogger 
Rack is $16.50—Jogger $10.00. (7 other 
Racks from $10.00 to $25.00). 
%& TACKY-FINGER is an amazine 
super’or to wet sponges, etc 
ess, greaseless eliminates 
Should be on every desk 








are 


racks collapse for setting 


sets 


new product 
stainiess, odor 
paper-fumb ng 
Box of 12—$6.00 


See Your Dealer or Write: 


Evans Specialty Co., Inc. 
1803 E. Grace St., Richmond 23, Va 





For More Information Circle No 








automation and 


ata processing 


More Information Circle No. 376. 


HAND CLEANER 
pe Mich., 


Detroit 32, 
ast hand cleaner, 
personnel, to their 
supplies. The 
Toaom type, was 


cosmetic chemists 
Surroughs laboratory technicians, 
ecially prepared to quickly remove 
and hectograph stains, carbon paper 
Si uripe “a 


and aves, 


colorful 


m-86200 
with the 


lwaury lorge seot 


creates 


ntainer, 
rubhed ln. 


a great clerical posture chair 
without 


r, Lano 


formul 


\ 
ie Hi , ‘ 
Write for the complete profit detoils covering the 
METAL-LUX Model M-8200 Clerical Posture Choir 


MILWAUKEE METAL FURNITURE COMPANY 


Chicege 12, Hilineis 


101 MN. Cempbell Ave 
Information Circle No. 


re Information Circle No. 259 
Orrice—October, 1955 
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“I Can’t wait 
to meet you! 
Please drop by and 


see me at the National 
Business Show, Oct. 24-28 
{I'll be in booth P-7!}?? 


You'll learn a lot from Manpower 

Sue. She’ll show you how you can 

Save company expense and your 

own valuable time just by calling 

Manpower, Inc. for work over- 

hans, emergency or seasonal 

office problems or any special : 

projects. in the world... Manpower Sue! 


Which of these Manpower, Inc., services do you need? 
@ Typing @ Calculating @ Office Machine Work 
@ Filing @ Stenography ® Telephone Answering Service 
@ Surveys @ General Office Work @ Car Unloading-—general Labor 


THESE ARE JUST A FEW OF OUR SERVICES! 


Use our bonded, insured employees in your office or ours. For any length of time 
from four hours to a day, a week, a month or longer. We pay them and keep 
ALL records. You don’t worry about advertising, screening, interviewing, 
record-keeping, Social Security, etc. You pay only for actual hours worked at 
surprisingly low rates. No holiday, vacation or sick pay...no ‘fringe benefits’’ 
Think of the time and money you save by using Manpower, Inc.! 


NOW OVER 50 OFFICES FROM COAST TO COAST AND ABROAD 


Use us in any or all of the 50 cities where we have offices. Assure yourself 
uniform high standards of service. 


To find out more about how we can help you, write today to Mr. Orrin, OFFICI 
SERVICES DIVISION. (And be sure to see Manpower Sue at the National 
Business Show. You'll be glad you did!) 


e , 
manpower, inc. 


330 West Kilbourn, Milwaukee, Wisconsin 
WORLD’S LARGEST COMPLETE BUSINESS SERVICE 
For More Information Circle No. 115 
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LINE SPACER 
Wouldn't 


YOu ree Western, Ine., 216 W. Jacl 


| offers the Dri Flo 


= samples —— ; imple device whi h allows 


ed, stra ght or 


of the wonds arved lines. ‘The Linemaster is placed 


a straight edge or curve, pencil 
scriber is inserted in the proper slot 


MIRADO 


smoother, 
stronger, 

‘ and line is rawn. e 4 emaster posi 
longer-lasting ae daar aekes sinteaa aae 


ibsequ es W 0 mak ng — 
..the most ee ee ee 
‘ 8 ther ements a iavout, ¢ rosshatch ig. 
officient your ete, ade of transparent canta, 21 ‘ 
eter, the Linemaster retails at 


office CON USE r | ern More Information Circle No. 





FLUORESCENT LAMP 
Midwest Lighting Products Co., Bo 
Cleveland i. Ohio, makes the 


Draft-o-Lamp which illuminates the en 


Are you using the right degree of 
lead for each job? Write on your 


letterhead for free samples of 


MIRADO 
1 (Soft) 

. 2 (Medium Soft 
2'2 (True Medium) 
3 (Medium Hard) 
4 (Hard) 








EAGLE PENCIL COMPANY 


Department D-10 
703 East 13th Street 

y New York 9, N. Y. 
*® 


For More Information Circle No 


THe Orrice—October, 1955 





310n you make 


depends on 


the impressions 


she makes here 


Better be sure 
she uses 


@ ribbon by-- 


’ » R LETTERS will be neater, clean- 
er, when they are typed with Old 


Town typewriter ribbons. These qual 


ity-controlled ribbons are made from 
the finest inks and fabrics. They are 
self-renewing, wear uniformly and pro- 
duce clear, sharp characters at all 
times without blur or smudge. And 
your secretaries will appreciate the 
smooth, clean erasures 

Another tip for neater correspond- 
ence have your secretaries change 
their typewriter ribbons regularly 
Tired, worn ribbons make the most 


} 


arkling letter dull reading 








A FREE TyPewRiTER RIBBON FOR YOUR SECRETARY 


Prove to yourself that an Old Town ribbon does make a 
difference in your correspondence. Simply have your secre 
tary address her request to us on your company stationery 
stating the make and model of her typewriter and the kind 
of type— pica (large) or elite (small) We will send her, free 
of charge or obligation, an Old Town ribbon for her machine 
along with an interesting informative folder describing the 
various fabrics and inkings for typewriter ribbons and the 
uses for which each is designed Write Old Town Corporation 


» 


45 Madison Avenue, New York 17, N Y. Dept. 9.10 








World's foremost maker of carbor ribbon 


duplicators and duplicating supplies 


TYPEWRITER RIBBONS 


For More Information Circle No. 181 
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‘‘Mechanized mail tying 
needed to keep up with 
other fast office machines,” 


says Allen Grawoig, Vice President, 
CONTINENTAL PRODUCTS CO., Chicago 


Learn for yourself why Continental, 
country’s leading wholesal 
firms, like thousands of 
tched to Bunn: Tying 


to keep pace with other hig! 


one ot the 
mail order 
others, has sv 
Machines 
speed office mac ninery., 
Try thi mple test in your 
to prove that Bunn Package 
Machines can save you time 
Time how long 

tyer to tie a bundle of mail. Compare 
the result with the 1% econds or les 


required by a Bunn Tying Macl 


GET THE WHOLE STORY 


own office 
Tying 
and money 
tukes a hand 


it now 


Learn how these Bunn Tying 
Machines can help you save 


time, money. Write today 


B. H. BUNN CO. Dept. OF-105 


7605 Vincennes Avenue, Chicago 20, Illinois 


For More Information Circle No. 238 


210 


1O-wa 
height and 
drafting 
t 3s out 
oes not 
T-square. Ab 


on makes for 


inter 


com 
conditions. Instant 
full-board, 
There are no 


nediate 

out or eontinual 
Made with 
Lip _ 
Delivered con 
ora Shipping 


More Information 


weight ) Ibs. For 
Circle No. 351. 


STAMP PADS 
afford, Ine., 609 


—_ wf 


W ashington 
makes stamp 
attrac 


epeat cover 
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Salional Accounting Machines save us $100,000 
a year...return 112% annually on our investment.”’ 


— Convair Division of GENERAL DYNAMICS CORP. 
**Builder of the World's Most Advanced Aircraft.’’ 


“Our National Accounting Machine System at San Diego 
saves us $100,000 annually in operating costs . thus pay- 
ing for itself every year. Valuable information furnished by 
our Nationals affords us further savings. It gives us other 
savings, too, by furnishing prompt information that per- 
mits inventory reduction, reduction of shortages, and a much 
better control of both production 

and commerical inventories 

“ We estimate that total sav- WHS. . 

ings repay about 112% annually AAtyy 
on our investment.” Vice President, Convair 


THE NATIONAL CASH REGISTER COMPANY, parton 9, on10 
977 OFFICES IN 94 COUNTRIES 


For More Information Circle f 
October, 1955 


‘ 


Pur Orrice 


In your business, too, National ma- 

chines will pay for themselves with 

the money they save, then continue 
, , 

as annual profit. Your near 

by National man will gladly show 

how much you tan save, 


Saving 


*TRADE MARK MEG US PAT OFF 


Walonal 








9 
in all colors and all pad sizes: 0, 1, 2, 5. 


NOW OFFICE BINDING | 3:'cw:e'xs.’s%.°""" ™™ 
CUT TO A MINIMUM sou comenes 


|-West Noise Control, mye 10 


BOTH IN ndianapolis, Ind., offers "Tone Cones 
COST & TIME 


You can now plastic bind your own pres 
entations, catalogs, sales bulletins, etc., any 
size — any color, to last forever. Pages lie 
flat — covers turn back to back — either 
loose leaf or permanent. Anyone can do 
it. For HOME use too . . . for photo 
albums, scrap books, etc. A complete kit 
with punching machine and 150 brilliantly 
colored plastic TAUBER tubes. 


(Illustration of two hole kit). 


which are — to ner orb the sharp, 


penetrating noises ace othee equip 


sats REDUCE EYE STRAIN 


with the 


sensational... 


FREE — Write Dept. 0-10 for 
literature that explains dozens 
of other uses and illustrates other 


TAUBER binding equipment. 


TAUBER PLASTICS, INC. 


200 HUDSON STREET, N.Y. 13, MY. 











For More Information Circle No. 311 


NOW!! ON THE io 
«» MARKET ? 
/ KM INDISPENSABLE TOOL FOR 
NIPPO 4 OFFICE AND PROFESSIONAL WORK 
POCKET STENOGRAPHIC Typing from copy made easy 


* 
CHECK a, ACCOUNTANTS 
WRITER ARTISTS Replaces T-squore for parallel 


This Check Write Z ines and sketches 
: b ao 9! n os ‘a 4 a COPY READERS Easy reading prevents mistakes 
abou 10 o nd jurat Aay ' rried 


. E : and skipping. “One line at a time 
P ‘ r ri , y n eff P o heavie 
: at OF Oe ae _ dia nna A size for every requirement 
nodel. Scale lengths of 6 8'2, 12, 15 and 18 inches 


NIPPO MACHINE INDUSTRY Co., LTD. Priced from $4 Dealerships Available 
Manufacturers THE ROLL-A-LINER CO. 
Tenjin-cho, Nishi-ku, Yokohama, Japan 19 W. CARRILLO STREET SANTA BARBARA. CALIF 
For More Information Circle No. 313 For More Information Circle No. 314 


Lines up figures for easy checking 
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MODERNEASE 
© CHAIRS 





Executive 
ry Chairs 
R ’ 


™ 


Secretarial 
Chairs 


> 
a. ms 
oa 


Conference 
Room Chairs 


Newest addition to America’s fastest 
growing line of quality office furniture 
You'll offer an Invincible Modernease chair to 
any caller with pride... you'll sit in yours in 
matchless new comfort. Modernease chairs are 
handsomely styled to complement famous 
Modernaire desks and Modernette wall units. 
They’re comfort-engineered for restful seating 
throughout your business day. See the new 
Invincible Modernease chairs today. 


Set the pace 
new for better business living 


“a” INVINCIBLE 


orator-planned METAL FURNITURE COMPANY 


color combina MANITOWOC, WISCONSIN 
tions and office 


arrangements In Canada: A. R. Davey Company Ltd, 
Ask your dealer Factory Representative 
or write 175 Bedford Road, Toronts 5, Canada 


For More Information Circle No. 113 
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] Numbering Machine 
(} Jobs go Faster... 


Automatic, all-purpose numbering 
machine speeds up dozens of every- 
day jobs in office or plant. (Provides 
consecutive, duplicate or repeat num- 
bering.) See your dealer or let us 
send our catalog “How to Select a 
Numbering Machine.” 


Specify FORCE for the Finest 


ie 
a) ee 9 


JIiO NICHOLS AVENUE 





BROOKLYN @ N.Y 


For More intormation Circie No. 280 








soRT-()-FILE 


SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 
THOUSANDS INU For fast hand-sorting of cards, 
checks, letters, invoices, orders, 
Ge) business forms or public docu- 
a ments. We make all types from 
tiny desk models to shuttle-carri- 
age machines. Write for illustrated 
circulers 
Representatives everywhere. 


Associated Industrial Designers 


P.0. Box 39652, Los Angeles 39, California 
Plant: 1248 East Sixth Street 


ad 
Vee = Aton Comme 








Warehouse: New York, Chicago 





For More Information Circle No. 281 
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accomplish 
f ng without 


akes for installa 


fron 
Price $53.! 


For More Information Circle No. 


can be noved 


to place, if necessary. 


TAPE DISPENSER 

Labelon Tape U0.. $50 
Rochester 9, N. Y. 
plastic dispenser holding 400’ 


on it 


Atlantic Ave., 
nolded 


announces 


Labelon 1” wide tape. 
to the dispenser 


widths, the 


ther smaile 


Labelson dispenser 


ign that fea 
nooth edges, stability 
Despite the 


advantages of l lastie dispenser over 


tures appearance, 
and efficient « bar. 
the former cardboard 
Labelon 


ame. Tap Ss are 


model, prices for 


Tape on the dispenser remain 
available in white 

narrow blue, red, grees 
and black. Samples a\ ailable fron abo ‘ 


address or Circle No. 334. 


porders n 


PAYCHECK ENVELOPES 

1001 W. Wash 
Ill., offers free 
samples of Outlook Paycheck Envelopes 
on which they now print (to 
Paycheck Outlook 


Your salary 


Outlook Envelope Co., 


ington Blvd., Chicago 7, 


order 
on any 


Envelopes: 
is a strictly private matter 
between your 


employer and you. It is 


unnecessary and inadvisable to discuss it 
Your check in this 
Paycheck Outlook en 


velope provides positive privacy, also a 


with other en ployees. 


sealed opaque 
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1. Payroll Summary — 
2. Individual Earnings Record 


3. Payroll Receipt 


National’s Multiple Posting Binder for Payroll... 
Also Saves Time on Accounts Receivable and Payable 


This new ‘3 in 1” binder assures ‘3 in 1”’ speed in FEATURES: 
payroll record-keeping. Each binder handles up to | @ 3 records in 1 writing. 

35 employees and one entry takes care of Payroll | @ Not necessary to arrange forms 
Summary, Individual Earnings Record and Pay- cmardetes on pegs es in 
roll Receipt. It’s a real clerical time and money | @ mechanism holds stock col- 
saver — minimizes copying errors, also. Yes, and umnar pads for other types of 
the binder may be used for receivables and pay- Suen. aleaaieneaa 
ables. Your own checks are good — no special - + » accounts payable . . . 
checks are required. The cost of the binder com- Cen RE 


plete with forms is low. Write for Folder MP-1 for ° peg ly EPs. «One 


full details. @ No special checks required. 





NATIONAL BLANK | 
BOOK COMPANY 


Dealers VAHOLYOKE »- MASSACHUSETTS 


Everywhere “ee | gil 


4 4 . 
é ee 


For More Information Circle No. 107 
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annot be lt 


Circle No. 381 


VISIBLE FILE SIGNAL 
reorge 4 ral e. ambridge }/ 
transpare nt 
isible files 


and 14,’ 


packir 


the ho 


MODERN WOOD BLOCK 
STAMP PAD! ...... 


Weed Biock is chemically 
treated to hold large amounts 
of ink and to feed just the 
right amount to the surface! 


Ink dries instantly on paper 
yet never dries in the pad! 


Outlives 
Two 
Ordinary 
Stamp 
Pads 


Pad surtace is always flat and 
firm does not collect lint! 


Ink cannot gush up between 
the type causing a blurred 
impression! 


Impressions are always pint 


strong, clear, brilliant and an ge, Circle No. 380. 
waterproof! 

Ink penetrates pad quickly, 

will not stand on surface as 

with ordinary pad! roa re ltilal 4 RELEASING TACKS 
Clear-Print Ink and Pad are <4 > 

never affected by moisture or as LI | IN ACTION 
humidity! 


| 
I 
| 
| 
I 
| 
| 
! 
| 
| 
i 
! 
| 
| 
I 
I 
| 
! 
| 
| 
| 
! 





| Put “Clippy” to work holding notices on PRESS TO 


R 
| your bulletin boord. Sharp spring steel ELEASE 
gladly sent to interested Dealers! | prongs drive into any nailable surfoce. \ 
Popers ore quickly released whenever : 


tL. A. PHILLIPS, President wanted. ideal to hold biveprints any- 





where in your shop, os well as work 

orders mops, recipes, et 

15 for $1.00 ppd. Free Literature. Dealers Wanted 
Gringo Mfg. Co., 214 Elm Ave., Danville, Illinois 














PROCESS CO. 102 mii st. rocwesTER 1 
More Information Circle No. 307 For More Information Circle No. 308 
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because it’s the ; 


FRAMEWORK 


that Counts 


TRANSFER FILES 





STAX ON STEEL file are STUONG s 
vot chann te fe utes Ca ‘ 
and rea this gives vertical strength 
t snu nto place tog ! Lonta ! 

i ! ck ul 


file bank double strength 


The strength of 
ated fibre-board 5 
handsom? (oo 
jrawer pull they 
ON STEI up to 


EL 
valuable floo 


Pictured ot right 


5 part of 
nstallation of 610 
Stax On Steel file units 
in the file rooms of 
Boeing Airplane ¢ 
Wichita, Kansos 
stock them 12 
to the ceiling 
find thot records ore 
alwoys neot, 


ond easily occess 


Files are available in Letter, Legal, Check 


STAX ON STEEL Transfer 
and Tabulating Card sizes. Send for Catalog 


FV b¢at 3 BOX COMPANY 
— SERVING STATIONERS SINCE 1918— 
720 $. Dearborn Street 
Chicage 5, Illinois 
168 


For More Information Circle No 
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PNth ge) VY Wale), me 


MAY SWEEP THE 
=/ NATION—BUT! 
... there’ll always be a 


DEALER 


to SELL and SERVICE 
office machines! 


.. and dealers will always 


DEPEND ON 
SHIPMAN - WARD 


- the house that progress built - 


for the latest and best in 
office machines « dealer 
service * supplies — to serve 
their customers better! 


EXCLUSIVE 
WORLD-WIDE DISTRIBUTORS OF 


B. F. GOODRICH 
PLATENS 


REBUILT ELECTRIC TYPEWRITERS 
IN ATTRACTIVE PASTEL SHADES 


Visit our NEW HOME 








in Chicago! 


SHIPMAN-WARD MFG. CO. 


320 West Ohio Street + Chicago 10, Illinois 


Branches and agencies in major U.S. cities and Canada 


For More tnformation Circle No. 242 
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Duplicator Saves 
20 Hours Weekly 


Y USING an office duplicating 
process, Azograph, the Los Angeles 
County central purchasing office has 


eut 20 hours a week from the time 
needed to stores Catalog. 
The 


lem caused nv the 


produce its 
process eliminates a smudge prob 
addressing 

former, 
used, wold & Company, Los Ang 
les distributor for A. B. Dick Co., 
smudges lett by the plates 
ved from Azograph masters 
ventieth the tim: 
This means a b 
me 


mpact ol 
plates on masters 
Gris 
said 
addressing 
Can bye reine 
in one-t formerly re 


quired ” time 


saving 
1.500 


Stores Catalog 


since about 
page 


must be 


V paue ot the 
loose leaf count 
produced Cac! 
additions, 


When 


graph masters 


day because ot 
deletions and changes. 


cur on the 
easily 


Azo 
re moved 
The 


Inasters comes 


smudges de 
tney are 


with an ordinary rubber eraser. 


volde brown wa on thre 


without staining ! ds Oo! 


clothing 


Because it is so mucl ier to do the. 


Erasures are easily made on Azograph dupli- 
cating masters. 
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erasing, it is done thoroughly and 
finished copies are smudge-free and easy 
The catalog is used by deputy 
purchasing agents who buy supplies 
and for the county and by 
warehouse personnel 


Reduces Payroll Work 
The City of New 


figure employees’ 


nake 


to read. 


services 


York will hereafter 


pay once a month, t 


the 


nonthnly 


necesary deductions and divide 
ce n half tor 
cheeks This will 


atior work oI 1910 


issuing sen 


Urges International Auditing 


practice 
to th e 


kreedom of accountants to 


across national boundaries is vital 


further development of international 


estment, according 


ittee of Smeriea 


ants In a 


trade and inv 
foreign affairs cor 
Institute of 
prepared primarily 


Account 


businessmen W 


Por 


interests abroad, it points out tha 


sting in other 


’ eountries 
t 
1 


nessmen Inve 


‘6 


naturally wish 
accountants and 


flow 


hound 


choosing to encourage 
national aries, 
on the prac 
coustitute a real 
trade 
committer 


Viate capital across 
‘Nationalistic 
eo of 


barrier 


restrictions 


accounting may 


to international and invest 


The 


ine 


ment.’’ urges 


lnuse be luded n treaties 
which U. S. eitizer 

and fin 

“nationals and 


shall be 


eountries in 
commercial ancial interests 


that 
either j 


to pro 


vide companies of 


arty permitted 


CLIPLESS 


PAPER 
FASTENER 
NEVER EMPTY ~ NO CUPS TO BUY! 
All you do is punch down 
firmly and PRESTO papers 


. ore securely held together 
Pays for itself rapidly 


LANSDALE PRODUCTS CORP. 
BOX 568 LANSDALE, PA. 


§ RETAIL | 


DEALERS 
INQUIRIES 
INVITED 


For More Information Circle No. 


1954 


299 


Pit Orrtiece October, 


| 
| 


This Too! 


Ts Important ! 


By working through your local 
Distributor or Printer exclusively, 


ve have built a nation wide repu- 
tation tor and 


promptness very 


fast service. 

OUR SPECIALIZED 
PRODUCTS: 

interleaved unit sets. 


Carbon 


New N.C.R. 
quired) sets. 


(no carbon re- 


Carbon Ready Statements in 
three styles: Line Find, Saddle 
Back, and Fold Over 


Voucher and Payroll Checks. 


The next time you, as a user of 


forms, need very, fast 
ask 


Printer to write, wire or phone: 


Jack Deller or Bill Bedinghaus at 


very service 


your favorite Distributor or 


MODERN BUSINESS FORMS MFG. CO. 


308 E. 8th St. Dept. O., Cincinnati 2, O. 


PS, 
do not only through you 
Write letterhead for 
catalog, no obligation. 


To Printers and Distributors, we 
sell 


on your 


direct, 


free 


For More Information Circle No. 300 









FILE 
OFFSET PLATES 
' NEGATIVES, STENCILS 


The 


SAFE -SWIFT-SURE WAY 


Atlas Vertical Filing Systems 
SAVE 


@ Time 
@ Space 


PROTECT 
@ No Standing on Edge— 


Eliminate curling and 
damage to edges 

@ Plates, Negatives, Sten 
cils hang vertically free 


@ Manpower 
@ Paper 











from pressure, scratch 
ing, denting and creas 
ing 


ATLAS 
MODELS 


A DeLuxe (illustrated) 
B Deluxe 

C DeLuxe 

Portable 

Twin DeLuxe 

A Jumbo 

B Jumbo 

C Jumbo 

Efficiency Models 


You have a wide choice of cabinets and hangers 
when you choose Atlas 

Atlas Hangers—Only Atias Manufactures a Com- 

plete Line of Patented Regular and Nega-Plate 

Envelope Hangers in 11'/2°', 14°’ and 22°’ widths. 


Write for illustrated literature on cabinets 
and hangers 
SEE Atlas Vertical Filing Systems at the 


National Business Show, 69th Regiment Armory 






2 S55 
a2 SSE = = 
Oe 11h RS CPFRET Malet & HEGe 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 


For More tnformation Circle No. 267 
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engaye ntants 1 other technical 
€ «pert reg rdjess tT the extent to which 
they mav have inlifie for the practice 
of pr sion within tl territories of 
the ther party for the particular pur 
of making ¢ fl nations, audits and 
tec} nvest tior for, and render 
ng reports to, such nationals and eon 
anies in connection with the planning 
yperat ’ f their enterprises, and 
I Te r Cs it vi } they have i 
finar erest thir sui territo 
rie Suct iusé } heen includes 
ne Sé eral re ‘ rena ‘ 
Heat Increases Errors 
Stenographie errors inerease 1.000% 
is the t pe tur eCA8¢ tre 78° t 
YF i ling to a rve taken during 
» CC} og } t ‘ Pypists’ errors ir 
eCrense tro? an average oft 1] per hour 
t re than 95 per |} ras the tempera 
ture nereased., Phe urvey, condueted 
b Pyle-National Co., Chiengo manufac 
ture! f air diffus ng and eleetr eal equip 
}ment, also showed that n other lines of 
| work. etl eney nereased Dy more thar 
50% thy t< perature fell off to the 
| opt f 78 
In a drafting operation during the 11 
| d } twave ear n August, 564 work 
units were produced in 282) manhours. 
After the heat brol n the same length 
} of t il for the same kind of work, 
8()7 rk units ere produced in 220 
hour Doctor say that the ten 
perature and hu lity increase the heart 
rate als¢ ncreases, causing fatigue and 


wes 


STOP STATIC 1 


THE ORIGINAL — 
CANNOT BE DUPLICATEO 


GUARANTEED! 
USED REGULARLY IN THE LARGEST Y4¥7ug td 
PLANTS IN THE NATION S pry / 


$3.00 per coe $30.00 per cose 
STATIKIL ace, — 


STATIKIL~A DIVISION OF THE J. E. DOYLE CO 


por 


ftebliched 1914 





For More information Circle No. 268 
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this iS is the 


wonder. Vye=: new 


ull 
avtobalt 


tasT-TO-wore tasy-To-use 
ecoulnts NO INS TALLATION 
4 GUAGE NSTRUCTION 

The touch of ‘the finger speedily 
spaces copv to the next line with the 
accuracy of a precision instrument. The SPEED-SPACER 
is suited for tvnewriter, steno book, lined page spacings 
etc., and is adjustable from zero to ‘2 inch. This Copy 
Holder is carefully constructed and expertly designed for 
the modern office. May be placed anywhere: needs no 
attachments Send for Free Folder and Price List 

SPEED-SPACER COMPANY 

321 Greenwich St. @© New York 13, N.Y. @ CAnal 6-1890 


For More Information Circle No. 187 


OFFICE MACHINES 


= LOW PRICES - HIGHEST QUALITY 


Hundreds always available 

—s from our huge stocks. Write 

>» cms today for price list. Also 

CALCULATORS addressing and duplicating 
"4 5 equipment. 


ar 
i Cable address: ADDBOOKAL 
BOOKKEEPING 


MACHINE INTERNATIONAL 
ages OFFICE APPLIANCES, INC. 


ZB 326 BROADWAY NEW YORK 7, N.Y 
TYPEWRITERS HAnover 2-6700 
For More Information Circle No. 188 
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You Can't Lose... 
The most expensive thing in your 
office is time! The cheapest is 
carbon paper. LETTEREX buys 
high-price time with 
low-cost carbon. 
Try LETTEREX!* 


*For your 
General 
Office 
Correspondence 


maniFot 


Write 


The LETTEREX CORPORATION 
1640 Connecticut Avenue, Washington 9, D.C 


NOW ror att Multiliths 
Visi-GUIDE 


MASTER FEED CONTROL 


Boosts Output, Cuts Spoilage 
Easier Feeding ALL Stocks! 


FREE! 


Slash masking 
and setup time! 
Try 5 Base Line 
Masking Sheets 
free! For 1250, 
1300, 2066-SD, 
LD! Write now, 
mention press! 


NOW run envelopes, or small, thin, slick, 
curling stock easily—to hairline register! - 
GUIDE’s five free-rolling steel balls give 
positive, continuous control, prevent 
“bounce” or rebound! For Nos. 1200, 1250 
only $19.95; No. 1300 $24.50; No. 2066 (2) 
$59.00, postpaid with check. 10-day money 
back guarantee! Write today! 


Dealers: Write for full information! 
LITHO ENGINEERING & RESEARCH 
3241 Eastlake Dept. OM Seat e 2, Wash. 


For More Information Circle No. 190 
9 | 











Letterheads sell! ..,cctiveiy 


designed, quality engraved letterheads 
impress customers. Cost little. Finest 
letterheads only a few percent of total 
letter cost. Hill experts have prepared 
Letterhead Logic brochure—tells what 
is a good letterhead—free if you usé 
5,000 letterheads a year. Write now on 


your letterhead. State annual usage. 


R.O.H. HILL,INC. 


Fine Cards and Letterheads 


270 L7 Lafayette St., N. Y. 12, N. Y. 
For More information Circle No. 218 


T y Pp E 4 The Miracle 


type-cleaner 
GONE FOREVER are the messy, 
dirty, old fashioned brush and solvent 
that smears fingers, or gums which 
must be kneaded before using 
Now you can offer your customers the 
new Typex"’, the modern type clean- 


Business 








ing device, with interchangeable ad- 
hesive refills. Keeps type sparkling 
clean Works fast. Write for free 
folder at once 


MICHAEL FRUMKIN- 


67-11 35 Ave., Jackson Heights, 
nN. Y £ 


For More tnformation Circle No. 219 


woe FAMILY ILLNESS== 
FORCES SALE 


Of dynamic 








Detroit typewriter and business 
machine store located in the heart of the city 
two blocks from City Hall. Extremely low rent 
Will sacrifice all or portion of stock at cost 


plus rentals if desired 


TYPEWRITER MART of U. S. A. INC. 
1032 Wayne Street, Detroit 26, Mich. 
PHONE: WOODWARD 3-7635 








For More Information Circle No. 220 
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Temco Employees 
Invented Their Own 
Time Computer 


ERSONNEL at 
Dallas, 


records 


Aircraft 
maintain calendar- 
for 7.000 em 
ployees using a Calcudator invented by 
three members ot their personnel depart 


Temeo 
( Orp., 


day some 


ment: Garland Bearden, 
Jean Tunstall. 


Joe Russell and 


Temeo’s machine shop had a jig-borer 
center an 18” sq. sheet of heavy alumi 


num on his table, put a seribing attach 


ment in the spindle, position the turn 
table’s indexing head attachment and 
scribe 365 evenly-spaced lines in a cir 


cular 
square. 


the aluminum 
circle was cut 


pattern around 
The 


out on a punch press and photographed 


9” diameter 


stock 


onto metal template The repro 
duction was placed in a lathe for a cir 
cular cut which sliced a 1! ‘4 ring oft 
the edge of the eirele bisecting the 365 
scribe markes and allowing the outer 
ring to turn independently. Biseeted 
scribe lines on the outer ring coincide 
with those on the dial. Both pieces are 


mounted on a heavy aluminum base. The 
inner dial, mounted on a pin, is turned 
with a twist of a Masonite knob. A 
Plexiglas 1 attached to 


sweep indicator, 
the same pin, turns independently. 


Index marks on the Stationary outer 
ring are numbered, one through 365. 
Matching marks on the movable inner 
circle are grouped into months. And 
52 indices on another circle a 5”- 
diameter Plexiglas dial which moves 
with the larger inner dial—represents 


weeks of the 
for a Temco tabulating department re 
View code. 


vear. This also 1s the basis 


Thus, when Jan. 1 on the calendar 
day cirele is aligned with 1 on the outer 
ring index circle, every calendar day is 


precisely aligned with its respective day 
of the month. Personnel has compiled 
a book of instructions for applying the 
Caleudator to all 


types of record-com 
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puting problems. Under “Vacations,” 
for example, the booklet presents this 
sample problem and solution: 

Where an employee is rehired after 
layotf, has his seniority connected, was 
not eligible for pro rata vacation at time 
of layoff, and there is only one layoff 
involved, compute his vacation as tol 
lows: 

Pet employee's hire date to allen 

365 on the outer ring index 

Move the indicator to align with 
date employee was laid off. This deter 
mines the number ot days credit the em 
plovee has earned previously. 

«. Allow the indicator to remain at 
the number determined under “b” above, 
and then align the date of employer sr 
hire with the indicator. 

d. Employee’s vacation eligibility date 
is that date which aligns with 365. 

Personnel also uses the Caleudator to 


The Calcudator was invented and produced 
by employees of Temco Aircraft Corp., Dallas 


determine quickly the number of day to compute elapsed times. 


employees spend on leave; when they terminating employee due, 


ure eligible for progressive wage in swers to a halt-dozen other type 


creases; how much pro rata vacation a record keeping question 


| PREMIER AUTO-FOLDER 
, Completely Automatic Folding Machine 


Saves Time And Money For You 





Eliminate time and money-wasting hand fold 
ing operations with the new Premier Auto-Fold 
Pays for itself after the first few mailings. So 
simple anyone can operate it. Designed to 
speed up handling of invoices, memos, corre 
spondence, statements, sales letters, bulletins 


reports all office mail 


Produces 7 Most Used Folds 
Folds Up To 7200 Pieces Per Hour : j Ps ses 
: j LIST PRICES 
Simplified Setting Chart Permanently { ak stead Gansated 
Inscribed On Machine. » 2 is $69 9 


Rugged Metal Construction With i ma 6=Motor Operated 
$109.95 


Silver Grey Hammerloid Finish : 
> (Plus F.E.T 


Lowest Cost Automatic Folding 
Machine Available WRITE TODAY FOR 
COMPLETE INFORMATION 


MARTIN-YALE, Inc. Chicago 12. tll. 


For More Information Circle No. 246 
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Eastern Computer Conference 


Following are some ot the progr: 
ubjects announced for the Kastern Joint 
Computer Conference n the Statler He 
tel, Boston, Nov. 7-9: Computers in Bas 
Busines A\ppheations, Operations Cor 
tre with ( nuter. Manua Use of 
Automatic Recor | mtion of Sort 
ng Methods (ar la pe ind Other 
Kleetror \ nting Records Dor 
ment Pre ssing, Trex in Systems De 
sign, Computer th Remote Data Out 
put, Progr Research, Storage and 
Retris i j Tormatior Communica 
t ns Net rh I [) tA Svste! 
stays I 7ut ! 1 ( | ter Intereo 
mur , 


CIA National Conference 


Ihe it} Annual Conference of Con 
trollers Institute of America will be 
held in the Hotel Statler, Los Angeles, 
Nov. 6-9 Dudley ] Browne, controller. 


Lockheed Aircraft Corp., is general 
cha rman, aided by W lbur R. Andreson, 
eontroller, Bekins Van «& storage Co. 


Fifteen industry confe rences will be he ld 
under the general direction of Robert W. 
Mich e, Vice preside ss. § hesape ake & 


Potomac relephone Companies 


NABAC Convention Program 


Robert H Shepler, president, National 


Assn. of Ban Auditors & Controllers, 


stated that the program for ts 3lst 
Annual Conventior n Denver, Oct 10 
13 will be based on bank auditing, ac 
eountil operat ind contro s ti 
result of a survey conducted by progran 


chairman James J. Durkin to determine 
the problems facing the nation’s banks. 


Subjects will inelude: training future 


D4 
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Rollo E. Jacobs 


NIGP Conference Oct. 16-19 
The 1] 


Oth Annual C 


tional Institute ot 
chasing at tl Shor 
ton, DD). ¢ et. 16-] 
ind nterests of 
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ng ligures in gover! 
will address luncheon 
nference will featur 
etings and practica 
sions One hundred 
7 their products. 
on can be had fron 
eut ‘ lireector, 1001] 


ashington 6, 


Automation Conference in N.Y. 


will he pro 


nee to be COl 


12 The program w 
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ssments of its future 
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YEARS of untiring, hard training — will power and 
energy — utter concentration and dazzling dexter- 
ity took Lore Alt up the steps to world fame... 
backed by a typewriter worthy of sharing this 
striking success: the ADLER UNIVERSAL. 

The ADLER UNIVERSAL, basically designed for 
continuous operation, top-efficiency, is recog- 
nized as the ultimate in typewriter precision 

engineering . . . so delicately set off by an exterior 
of classic beauty... it is a superb writing machine 
perfectly balanced throughout - 
If you are looking for perfection, be sure to see 
the ADLER — and do it soon, do it today! 


).S. Except 13 Western States 
ADDO MACHINE CO, INC 
145 West 57th St., New York19, N.Y 


1 Western States 


GRAMONT CORPORATION 


2756 Rowena Ave., Los Angeles 39, 
Calif 


For. further details mail this 
advertisernent with your letterhead 


= 


ADLERWERKE VORM. HEINRICH KLEYER AKTIENGESELLSCHAFT FRANKFURT/M - WEST GERMANY 








The Olivetti Automatic Carriage Printing Calculator calculates, 
prints desired figures on business-forms, moves to the prope} 


columns—all automatically. Performs a series of selected opera 


tions; the series can be quickly changed; each individual opera 
tion can be varied in 173 ways. With platen split, it also prints 
on tape. Write Dept. GA, Olivetti Corporation of America, 580 


Fifth Avenue, New York 36, New York. 
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‘ase histories illustrated wit 
photographs, and other 


the subject. 


Rochester Business Show 


The Area 5 Conference of National 
Oftice Management Assn. will be held 
at the Sheraton Hotel, Rochester, N. Y. 

21-22. Five seminars on the fi 
lay will be limited to 15 persons 


The Rochester 


James Collins of the Conrad Hilton Hotel 
with George Roubik, secretary, Office Man 
Credit Course by Mail agement Assn. of Chicago; L. R. Chase 
OMAC seminar and business show chairman; 
and Paul Holly, OMAC president, inspect 
floor plans of next year's show. The attend- 
in their companies have already regis ance record of 44,000 set last year is ex 
tered for the Correspondence Course in pected to be broken by an expanded business 
Credit Analysis which begins Oct. 19 and show, Feb. 12-15, 1956. 


lasts for 30 weeks. It comprises It 


More than ‘400 eredit men and wo en, 


sales executives and officers o1 partners 


chapters, or Jessons. Kxamination ques — ' . utrig purchase, 

tions, which accon pany 12 of the chap ' 
must be returned every two weeks. 

Descriptive ‘ from Nat 

Office Tne 


rents 
vritten 
service 
if the lease. Since acust 


require maintenance, 


Insurance Accountants | ngs i 
ng and replacement of fluorescent t 


The 3rd Annual Pacific Coast Insur 
they comprise a bona fide ma 


ance \ccountants Conference will be 
and service expense to the 
held Oct. 18 at the Sheraton-Palace Hot I, 


San Francisco, The opening address will ; 7 ; 
be delivered by Hon. F. Britton MeCor Natural Business Years 


nell, Insurance Commissoner of the State Companies considering 


of California. Fred H., Merrill, vice cal year are offered a 
} 


president, Firemans Fund, will he closing dates by t Natural 
moderator of a panel on ‘‘What Othe Year Committee of re | Inst 
Department Heads Expect from their Accountants whicl 
\ccounting Departments.’’ Six panel vide sample oft 
workshops will follow. There will be ar ountants to det 
exhibit of [DP nachi ; Banquet ness vears of 
spe ake vill a ed, . Revnolds, chair tries, The nat 
Pacific Insur ompany is generall 
ending when inventories, receivables 
sutstanding loans are lowest. The 
s . ey resulted in changing 11. classific: 
Lighting Can Be Rented tions from the dates published in 194¢ 
L. J. Segil, president of Luminou Six industries were added. For a fre 
Ceilings, Ine., Chicago, said that. co copy of the list, write American Ir 
plete eelling installations can be rente: stitnte of Accountants, IT) Ma 


4 


‘‘The only tax advantage under tl Ave., New York 16 
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INDIVIDUAL LETTERS with 
ROBOTYPER 


in Quantity 
Automatically! 


For information 


write 


ROBOTYPER 


CORPORATION 


125 E. Allen Street ¢ Hendersonville. N. C 
For More information Circle No. 228 





1875-1955 
The First Eradicator Ever Made 
H. H. Couns INK ERATE 


BEST BY TEST @ STILL THE FIRST 
ORDER DIRECT FROM 
COLLINS-BENTON CO., INC. 
200 Washington St., Hoboken, N. J. 











For More Information Circle No. 229 


B ‘ES PLYMOUTH 


Rubber 
Bands 


OUTSTRETCH 
OUTLAST 
ALL OTHERS 


PLYMOUTH RUBBER 
COMPANY Inac., 
; t Centon, Mess. 
For are Information Circle No. 230 








GENUINE ENGRAVED 
VelfesrsAos 

FOR 

DIES sno PROOFS FY Ay SOE 


AV 
500 rae BUSINESS CARDS MANUSCRIPT 
COVERS 








LETTERHEAD 10 THIS AD... 
AIL FOR FREE PROOF 





DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5, ALABAMA 
For More Information Circle No. 231 
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Our Amazing 
Number Language 


| " 
Iie snould have OVETIOOKed 


oO recent world vars could have 


and finished betore Colum 
weovered JAI ea! 


16th and 17th century, the 
j 


abacus had deve oped into the eounting 


board. The counting board and table 


remained ti hookkeeper’s friend tor 


e introduction ol 
britain a varia 
tion I ounting ard was the ex 
shequer cloth, ¢ 
| 


ot chessboard 


¢ combination 

dy reckoner. In 
successive editions 7 fils hook On arith 
metic, The Grounds f Artes (1540-73), 
Robert mathematician, aj 
plied the | vst 


board system to pa 
per, and this, no doubt, made 


Recorde, a 
counting 
popular 
columns 
later to give way to 


the pound, shillings and pence 
in account books 
the modest two columns of dollars and 
cents, 


The remaining story of the romance 


of counting can perhaps be told in short 
sketches of two men of major vision. In 
France a young man, son of a tax col 
working out 
ented an adding machine, 
This was 1642 and the lad was 


Blaise Paseal. ITlis in 


ot toothed 


lector, bored with sums tor 
his tather, inv 
about 
vention consisted 

unlike the idea 
of a clock. This was the first mechanical 
calculator 


whe Is, hot 


and a replica of it can be seer 
in the South Kensington Museum, Lon 


don. Sir Samuel Morland, in England, 


followed with an improvement and, 


later, in Germany and France machines 
were constructed which recorded progres 
sive improvements 

Another genius was an Englishman 
born towards the end ot the Sth cen 
tury. Charles Babbave, the son ot a 
banker, Was a dreamer ot dreams. In 
Museum at Lon 


don, you ean see his unfinished ealeu 
bakin ‘built in the 


the South Kensington 


lating machi 


1830's 
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AMA Office 
Conference in 
New York, 
October 17-19 











ETTER SERVICE 


to top and line management will 


from the 


the theme ot the annual office man 
agement conference of American Man 
agement Assn. at the Hotel Statl r, New 
York, October 17-19. Some 1,000 offi 
executives from all parts of this country 
and Canada are expected to attend 
The conterenes 
sounded by Hal E. 
dent economic controls, United Au 
Lines, Ine 


key note will be 
Nourse, vice presi- 
, Chicago, in the opening ad 
dress. Speaking trom the top manage 
ment viewpoint, Mr. Nourse will point 
out how the tunetion ot the ofhice 1s 
changing from accounting and records 


storage to serving as the center ot com 


pany services and communications, and 
ill indicate some of the implications of 

this change tor the organization as a 
whole and for the office executive in pat 

ticular. 

Robert 


iy. Shull, administrative manager, Fine 


Also on the opening morning, 
(‘hemicals Division, American Cyanamid 
('o., New York, will deseribe a new pat 
tern tor organizing the administrative 
funetion He will tell what 


“administrative 


functions 
ne has as manager to 
handle everything not specifieally sales, 
technical, or production” and what the 
results have been to date. 

The luncheon speaker, Saul M. Silver 
stein, president, Rogers Corp., Rogers, 
Conn., will take a broad view in his dis 
eussion OL management a a universal 
la y At the 
October 19, Mr 


participated in a 


concluding luncheon 
Silverstein, who has 

number otf inter 
national management seminars and meet 
ngs, will report on his experiences in 
this international 


sharing of manage 


Due Ovrtice October, 1955 





Back and forth all day 
long, they trooped to my 
desk—to borrow my 
EraserStik. Finally the 
Office Manager put a stop 
to it. He got everybody 
an EraserStik 


ICE os 


ALL SERV 


TIK 


It's no wonder EraserStik 
is sO popular. This pencil- 
shaped, wood-cosed white 

polished beauty rubs out 

errors in a twinkle, 
without leaving telltale 
ghosts. Especially for 
Typewriting. Equally 
good for ink ond pencil. 








For best results expose 
rubber point about 3/16” 


A.W.FABER-CASTELL 


PENCIL CO., INC. NEWARK 


For More Information Circle No. 234 
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for type that NEW!! NEW!! 


sparkles like SSCSHSSSSSSSSOSSSSESOSCSESCESEOCE 


EXECUTIVE BRAND CARBON PAPER 


To please the most discrim- 
inating typist. 


All weights and finishes to 
solve the difficult application. 


Longer Wearing, Blacker, 
Sharper and cleaner writes 





Write today for samples and 
for our generous dealer propo 
sition in your area. 


LA ' = 
SLGZ i re, 
BU ME Adlon A complete line of Carbon and 


Cleans type CLEANER! Handy dauber whisks oway Ribbons for every office use. 
dirt and goo in seconds! Non-inflammable, obso- 
lutely safe; slow-evaporating, hence economical. 


Look for the smart new orange-ond-bive carton on } 
your dealer's shelves. A it a N L de 


CONTAINS NO CARBON-TETRACHLORIDE ROCHESTER 8, NEW YORK, 


60¢ at all stationers and typewriter dealers QUALITY EXCLUSIVELY SINCE 1888 


For More Information Circie No. 2/0 For More Information Circle No. 272 


 Now-if | 


were 4 key 








~— 


RITE-LINE COPYHOLDER 


WITH THE NEW TELESCOPIC EYEGUIDE Trouble is finding a lost key isn't this 


simple. But when TelKee's on the job, al! 
Accommodates oll widths of copy from a keys are on file, ready for instant duty 


° . ° . ° i ost! j i 
machine tape to 20 inches. Price, including | valuable time is saved, costly inconvenience 








avoided. Better send for our FREE catalog 
the new Telescopic Eyeguide: $1775 No, 0-24 for details 


TAX EXTRA 


FREE TRIAL OFFER. Write, asking us to send you 
o RITE-LINE Copyholder with the understanding you 
moy return it without charge within ten days 

“209 3¥th Street, NW So 
RITE-LINE CORP. washington 16 OC The MOORE KEY CONTROL Systems 
Ore ee OL eS ——<— P O MOORE, INC 300 FOURTH AVENUE, NEW YORK 10,N Y 
For More Information Circle No. 271 For More Information Circle No. 273 
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ment know-how. 

A dozen other speakers will take up 
more specialized subjects. The 
look” in records management will be the 
topic of a panel composed of Daniel 
J. Olsen, controller and treasurer, M 
W. Kellogg Co., Jersey City, N. J.; 
Herbert B. House, supervisor, office 
services, Chance Vought Aircraft, Ine., 
Dallas; and Harvey Sherman, manager, 
organization and procedures office, Port 
of New York Authority, New York. 
They will explain how their firms have 
streamlined their records systems and 
the effect on cost, quality and quantity 
of paperwork. 


“new 


Ralph A. Martin, controller, Standard 
Oil Co. (Ohio), Cleveland, will report 
on their program for reducing office unit 
costs while increasing clerical productiv 
ity. He also will illustrate how the com 
pany’s plans for electronic data process 
ing are being tied into it. Douglas A. 
Young, assistant to the division man 
ager, meter division, Westinghouse Elec 
trie Corp., Newark, N. J., will present 
an engineer’s approach to office systems. 
He will explain the use of an electronic 
computer in inventory and production 
control, with detailed illustration of 
decision-making on one phase of inven 
tory SKF Industries’ program 
for integrated data processing and con 
trol will be detailed by Alan O. Mann, 
coordinator, electronic office systems, 
SKF Industries, Inec., Philadelphia. He 
will describe: the progress made in in 
tegrating communications, computation 
and control. 


eont rol. 


How the volume of reports can be re 
duced by focusing attention on critical 
elements of performance will be the 
topic of Richard F. Neuschel, principal, 
McKinsey & Co., New York. A. F. 
Sortz, assistant secretary, Lord Mtg 
Erie, Pa., will outline guide posts 
for launching or revising a procedures 
manual program in the office. Harry D. 
Kolb, manager, employee communica 
tions division, Esso Standard Oil Co., 
New York, will ways to get 
around communication barriers and will 


(x. 


suggest 
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Advertisement 


NEW PAPER CUTTER 

Michael Lith, Inc., 145 West 45th 
St., New York 36, N. Y. offers the 
low-cost Michael 14” All-Purpose 
Paper Cutter especially designed for 
duplicating, small offset and repro- 
duction departments. It is manually 
operated and will cut a 2” thickness 
of paper. Of all steel construction 
with detachable, hollow ground 
blade, automatic safety latch, bal- 
anced lever and adjustable back 
gauge. 


The cutter is 26” wide, 2214” 


deep and 3444” high including han- 
dle. Cutting width is 14144”. Inside 
cutting length, knife to back gauge, 
is 13%, wai 

For More Information Circle No. 211 


Increase Filing Efficiency 
WITH UNIVERSAL 
INDEX NUMBERS 


Come in five colored sets—-170 
to the set, consecutively num 
bered from 1 to 850. They hold 
firmly to any surface with finger-tip pressure 
no moistening! 
Available in red, green, blue, orange and 
black—for cross-indexing and ready refer 
ence 

44c per set (170)—5 sets for $2.00 
At your stationer's or write (no C.0.D.’s please) : 


UNIVERSAL color slides 


132 F West 32nd Street, New York, WN. Y. 
S@eeeeeoeeeeeeeeeeeeeeeeeee 


For More Information Circle No. 212 





pulls the dirt out of type- 


writer type rather than washing 
it into the machine 


Flatten the putty 
by pressing very 
firmly 


Press it on all of 


the type. Do not 
rub 


Fold the putty 
upward to origi- 
nal pyramid shape 


NO MESSY LIQUIDS to remove noil polish, 
spot or spotter clothes. 


NO HARMFUL FUMES to couse headaches 
or colds. 


To moke nect erosures—ijust touch the word 
to be erosed, Bud will absorb the surplus ink. 
Then erose ond there will be no smeor. 


Retails for 50¢ each 
Dealers—write for sample and cost 


ee ie ee on a ee 
-. ©, oe 
BALTIMORE 12, 


4644 
MARYLAND 


For More tnformation Circle No. 260 
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recommend improvements in handling 
memoranda, proposals and reports, and 
eonducting all meetings 


\W 
velopment in the ol 


on the final 


| management de 
ia | will hye 
morning of the 


ork sampling and 
, 


COVE red 
conterence. 
oO representatives o1 Atlantic Refining 

0., Philadelphia (Jeremy Addoms, su 
pervising industrial engineer, and Fred 
erick A, Long, research industrial 


{ 
rineer) will tell how their company has 


used Work sampling lor 
Elles M 
, Management education, 
Metropolitan Lite 
Insurance Co., New York, will report on 
Metropolitan Life’ 


| 
( oplil hy 


Lccess ully 
clerical 
Derby, 


coordination division, 


work 


measurement. 


Manage! 


techniques bor le 
managerial skills in the 


othe 
Re ports, 


manuals and other graph 
materials illustrating many of these sub 
jects will be on display at an 


accom 
panying exhibit 


These items, borrowed 
from companies throughout the country, 
will deal with reeords 


management, ol 
fies procedures 


manuals, organization 
tructure, job deseriptions, supervisory 
written and 
and statistical 


the othe 


training programs, 


communications, 


verbal 
work 
\ special exhibit 
will be prepared by 
Tele phone Co 


sampling in 
on safety edueatior 


the New York 


‘This is Mr. Jenkins. I'm putting him 
in here with you.” 


Due Orrics October, 1955 








3 popurar LABELING pPropucts 


— — — PERMA-STIK, the self-adhesive tube or strip-like 
label holder that is now open on three sides for 
greater utility. It will hold a card many times 
its own width. Very easy to use. 

FOR BINS AND SHELVES—Available in three sizes 
PS-/2 V/2/’x6" 30¢ per ft. PS-%4 34/’x6” 35c per ft. 
PS-1 I'' x 6" 40c per ft. 











FOR RING BINDERS 

Smooth finished, durable metal construction— 

celluloid window protects and keeps label ciean. 

Neat uniform appearance—lasts serene 5 

80-1 for i” Ring Books..... 4 -... .25¢ each 
$0-1'/2 for 1/2" Ring Books 300 $0- 2 for 2” Ring Books 35c 








FOR POST BINDERS 
There is a Vinyl Plastic Label Holder for every type 
of open back binder. Will not warp or curl—made to 
Slip-On any size post. 
. $0.20 each 
; ; .25 each 
/2 30 each 
OFFICE PRODUCTS, INC. 
9920 Freeland Ave. Detroit 27, Michigan 


West A a Pag oe Arch K. Ansty 
» San Franelseo 5 











For More Information Circle No. 204 


Snap out & pull out forms 
Printed — lithographed pantograph checks 
Photo process systems: Ozalid, Bruning etc. 
Spirit — gelatin Hectograph Masters 
Complete payroll, bookkeeping, accounting 
forms for NCR, Burroughs, Underwood etc 
Punching — notching for sorting systems 
Spot carbon — spot gum applications 
Pegboard — visible record — shingled forms 
Specially constructed forms 
Addressograph-Multigraph Multilith, 
Duplicating Masters (Systemat) in 
unit sets or continuous forms 


The House of Unusual Forme 


REQUEST FREE FORM DESIGN PAD ON YOUR LETTERHEAD 


CARTERET PRINTING COMPANY 


480 CANAL STREET > NEW YORK 13, N. Y. e WOrth 6-1454 q 











“DEALER INQUIRIES INVITED — FULL PROTECTION GUARANTEED™ 


For More Information Circle No. 205 
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IDENTIAL information? 
ng 


‘SECRET SPOT” 
CARBON PAPER 


in your business forms 


Our exclusive process of desensitized areas (‘‘Secret 
Spots’), positively prevents carry-through of entries 
in desired positions. Far superior to block-outs, cut- 
ovts, carbon spots and other previous methods! 

® Accurately controlied deletion 

® Anywhere on the carbon paper 

® Any number, size, or shape 

® Varied on each part of the form 


Available in LITHOSTRIP continuous forms and 
LITHOSET one-time carbon sets 
Write today for FREE SAMPLES. 


America 
\ actin 


$1. LOUIS 15, MO 
tor More information Circle No. 143 


Now! 
RUBBER 


| HANDLE 
NCe>:«~=CU PAPERS 
messy FASTER 


SPONGES! = with amazing 


SORTKWIK 


Greaseless . . . Stainless . . . Convenient 

Creates tacky film on fingers ...makes 

paper handling easier, faster, cleaner. 

At your stationer or send $1.00 for TRIAL 

OFFER of two full size containers . .. 
TODAY! 


LEE PRODUCTS CO. 
2736 LYNDALE AVE. SO., MINNEAPOLIS 8, MINN 


For More Information Circle No. 144 
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TIME STAMP 


Records fo the 
minute when it 
arrived .. . how 
long it took. . 
when it left 


movement—Not expensive. Un- 
year guarantee, Space 
name on rub- 


4-jewel 
conditional full 


for company, dept., etc. 
ber die. 


DORSON corr. 
605 W. Washington — Cioos 6, iil. 
For More information Circle No. 145 








Available in '/4'' to 2" 
widths: choice of 12 
plain colors or imprinted 
alphabetically, by states, 
months, numbers, or to 
fit special needs 


See your office 
supply dealer 


or write 
CHARLES C. SMITH, INC. 
EXETER, NEBRASKA 
For More Than 50 Years a Complete Lin 
of l-im Saving Signals and Ind xcs 
For More Information Circle No. 146 
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National Conference American Institute of Accountants, 


Statler Hotel, Washington, D. C., Oct 


22-26. 
& Exhibit Calendar National Business Show, (%th & 7Ist 


Regiment Armories, New York, Oct. 

National Stationery & Office Equipment 24-28. 

Assn., Conrad Hilton Hotel, Chicago, Insurance Accountants Assn., Shoreha: 
Oct. 1-5. Hotel, Washington, D. C., Oct. 26-28. 

Systems & Procedures Assn. of America, National Business Forms Associates, 
Sheraton-Cadillae Hotel, Detroit, Oct. Edgewater Gulf Hotel, Edgewate: 
10-12. Park, Miss., Oct. 28-Nov. 3. 

National Assn. of Bank Auditors & Con Controllers Institute of America, Statle: 
trollers, Denver, Oct. 10-13. Hotel, Los Angeles, Nov. 6-9. 

Records Management Conference, hig: Eastern Joint Computer Conference, 
water Beach Hotel, Chicago, Oct. 14 Statler Hotel, Soston, Nov 7-9. 

National Institute of Governmental Pur Industrial Management Society Time and 
chasing, Shorehain Hotel, Washington Motion Clinic, Sherman Hotel, Ch 
D. C., Oet. 16-19. eugo, Nov. 9-11. 

Office Management Div., American Man- Automation for Senior Officers, Unive: 
agement Assn., Statler Hotel, New sity of Chicago, Shoreland Hotel, Ch 
York, Oct. 17-19. , Nov. 14-15 

Institute of Management Sciences, Park American Statistical Assn., Biltn 
Sheraton Hotel, New York, Oct. 20-22. Hotel, New York, Dee. 27 





READ-A-FILE KEEPS YOUR 
STENCILS AND OFFSET PLATES 
sseovoee ALWAYS AT SEE LEVEL coeeoel® 


The Read-A-File Cabinet is a protective file that keeps 
stencils and plates wrinkle-free. It permits full-length 
inspection and quick access to any one of up to 400 
stencils or 200 plates. The hanger unit, with 50 clips, 
rides on ball bearings. Each clip is on its own rod and 
can be removed without disturbing the others. It's new 
and different. 
DEALER INQUIRIES INVITED. 


METAL SPECIALTIES, Incorporated 


3547 Massachusetts Ave., Indianapolis 18, Ind 
For More Information Circle No. 305 


| 
eeceeeees: | 





how PORTABLE MAILBAG HOLDER 


Speeds Handling - Lowers Cost 


EASY TO MOVE — Large, full swivel, hard rubber casters 
permit easy handling, even when loaded with 500 Ibs.! 
EASY TO UNLOAD — Swivel hooks hold bags open, 
but release with fingertip pressure, lowering bag to 
floor. NO LIFTING! 

EASY TO STORE — Light weight permits off-floor storage. 
Folds compactly. 

Cheice of 2 or 4-bag holder. Write for details: 


W. A. CHARNSTROM COMPANY 


305 So. Sth St Minneapolis 15, Minn 


For More Information Circle No. 306 
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pg NE WS of 
the Industry 





Rite-Line Sales Manager 
] homas \ ° Mal 


peen 


ing 

7 Thomas V. Mahon 
Wis 
manager Warren eatherbone C 


Three Oaks, Mict 


Pitney-Bowes Vice President 
Election of Fred 

erick Bowes Jr., to 

the wi created 
post of 
dent for 


ations and 


vice presi 
public re 
adver 
ot Pitney 

sowes, Inc., was 

announced by Wal 

ri H. W hee ier yt 
Frederick Bowes Jr president. Appoint 
ed director of pub 
1945, 


Pitney Bowes 


lic relations and advertising in 
Mr Bowes 
is a service mechanic in 1930. He has 


been with 


started with 


ever since, @x 
cept for two pre-w: ars with Batten, 
nm, Durstine advertising 
f cy, and three fn “ the War 
Production Board, In past presi 
dent of the Public Relations Society of 
Adver 


lirector of 


America, he is a director of the 
former 
Advertisers 


ounecil and a 


the Assn. of National 


tising ‘ 


On Brand Names Day Committee 


Rand Div 
Sperry-Rand 
s nm the 


sion 
Corp., 
yroup 
17 business and ad 


vertisin executives 


t 


named to plan the 
national Brand 
Names Day cele 
Lesttine on April S. H. Ensinger 
18, 1956. This was 


K. Abt, 


ation. 


announced by Henry 
pres dent of Brand Names Foun 


Heads De Luxe Metal Sales 
Richard 


shauser, 


Friebert 
formerly 

les promotion 
manager ot DeLuy 
Metal Furniture 
‘o., Warren, Pa 
manufacturers ot 
industrial shelving 
filing equipment 
and factory furni 
ture, and a divi 
sion of Royal Metal 


appointed general 


Richard Friebertshauser 


sales 


Mfg. Co., was 


manager. This is a new position with 


the company. 


R. C. Allen Safes, Files 

x & Allen Machines, Ine., 
Grand Rapids, Mic} announced 
isman-Valentine, Ine., as 


Business 
acqui 
sition of Guar 
division of the company. The 
Military 
marketed 


a new 
safes 
under th 


Guardsman and lines of 


and files will be 
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fine rag boxed typewbiter papers for 


or 


4 


* Po 
prestige. eae ... permanence 
Se ra 


The brilliant blue-white of a fine rag paper by Neenah lends prestige 
to your reports, letters, agreements, surveys and important records. 
Neenah papers are tub-sized and air-dried for a more luxurious typing 
surface. Their long cotton fibers withstand repeated handling and 
time. For the finest in boxed typewriter papers, ask your stationet 


for Neenah. 


Neenah is America’s most complete line of fine business paper 


Old Council Tree Bond 100% 
Success Bond 
CON Ss cobs ce cnscees : 
Neenah Bond 
Old Council Tree Onionskin. . 
Success Onionskin 
Neenah Onionskin 

WHPOMRATER PREERS 
Finishes—bond and cockle 
W eights—substance 7,9,13,16,20 and 24 
Sizes—8% x 11; 8% x 13;8%x 14 
Neenah is also available ream rapped 


NEENAH PAPER COMPANY «+ Neench, Wisconsin 


For More Information Circle No. 106 
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The patented FLAGSHIP Line of metallic back 
carbon papers has earned its Number One Rating 
by superior performance. When you offer 
FLAGSHIP your customers get longer wear, 
cleaner copies without feed-roll streaks, and the 
non-slip and ease of handling features that only 
FLAGSHIP provides—all at no extra cost! Ask the 
dealer who has a FLAGSHIP franchise and he'll 
tell you that with patented FLAGSHIP you'll sell 
more carbon easier than you ever have. And re- 


238 








ee ern nr re ee ee = 


why is FLAGSHIP 


first in every finish... 
and first in quality for every duplicaging 


ad a ae 












need ? 


peat orders go to you because your franchise is 
protected. 

But FLAGSHIP is only a part of a broad line 
of fine Allied products—for every duplicating need 
from orange diazo carbons, a complete line of 
spirit products, to fluid-eradicable ribbons. 

The franchise may be open now in your vicinity. 

Write today for more information on how to 
make your carbon and ribbon sales an important 
profit producing source for you 


ALLIED. carson and ripson MANUFACTURING CORPORATION 


| General Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse: 3404 So. Main, Los Angeles 7, Calif. 


For More Information Circle No. 142 


THe Orrice—October, 1955 








names R. C. Allen-Guardsman and 
Allen-Military, 


entine dealers and existing R. C. Aller 


through Guardsman-Val 


with no change in 
policies. W. Robertson, 35 years 
in the industry and often referred t: 
as ‘‘ Mr. 
Guardsman-Valentine, Inc., is sales man 
Miss Alber 
Guardsman- Valen 


dealers prices ol 


John 


Safe’’, formerly president of 


ager of the new division. 


tine, well known to 
mana 


handle 


tine dealers and long-time office 


ger for firm, will continue to 


administrative matters. Dealers handling 


R. C. Allen 


conditional 


safes and files can use the 


sales contract system, first 
such credit system extended to the safe 
and file industry. 


Burroughs Sales Regions 


A new sales organization has been cre 
ated within Burroughs Corp. for closet 


contact with their thousands of retail) 
dealers, it has been announced by Robert 
J. Sanders, dealer sales manager. It 


places retail dealer sales on a regiona 
T. R. Probst, vice president 
and manager of mills, and 
Harry Morrison, both of East- 
ern Corp., present sketches of 
clipper ships by Kenneth 
Erskine Crook to Clifford Car- 
ver, president, and Mrs. Lin- 
coln Colcord, of the Penobscot 
Marine Museum, Searsport, 
Me. Also shown is Robert B. 
Applebee; authority on Maine 
ships. The art was used in 
Eastern's new sample books 
and will become part of the 
museum's permanent exhibit. 
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Station wagons are 
standard equipment 
for Burroughs’ re- 
gional dealer sales 
managers. Here 
Robert J. Sanders, 
dealer sales man- 
ager, presents keys 
to a new Plymouth 
to Amos D. Caryl. 


basis under general supervision of re 


gional managers. The nation has been 


livided 
dealer 


into eight regions and several 


sales work 


representatives will 


under each of the following regional 
tobert W. Lowenb« rg, Atlan 
tic region, Philadelphia; Donald Hoener, 

Amos JD, 
Detroit: L 


central re 


Mnanapers: 


central region, St. Louis; 
Caryl, Great Lakes 

W. Curran, north gion, Ch 
; Joseph M. Fedak, southeast region 
Atlanta; Hulme, 

yion, Dallas: Ralph M. Terry, Pacifie re 


Calit.: Greg kK 


region, 


Cago 
huge ne kK. southwest re 
gion, Redwood City, 
Doyle, 


Coun, 


northeast reg on, Old Greenwich, 


Datamatic Buys Factory 

linchus 
Smith 
as director of engineering for Datamatic 
John J. Wil 
which 
factory ! 
Datamat i 


Appointments of Dr. Joseph J, 
as systems director and J. Ernest 
“orp., were announced by 
son, preside nt of the new firth 
purchased a new 
Newton 


114-story 


Highlands, Mass. 




































rd , : speed data processing equipment Ihe 
¢ have you company is owned nt by Minneapo 
2 s-Honevwell Regu tor (¢ ana Ray 
= looked here... (°." ite. Ci 
. 
ee mt your search Adler Typewriters in U.S. 
for “office efficiency”? Adlerwerke vorm. Heinrich Kleyer 
A. (y., of Frankfurt, West Ge rmany, an 
supply your nounced that Adler Universal standard 
lypists with office typewriters are being distributed 
n 5 States bv Addo Machine Co., 145 
e W t 7th St., New ) rh 1 n the 
res7o-line pep Rad & 
796 RK ena Ave J Ang i UO 
WORLD'S @ FINEST ao ue ay i aa sie 


COPYHOLDER atin Atala alae 
a Te | 





and watch e , 
— o ‘ 
fo spe P Stenorette Sales Manager 
down! +f , ail David Sigler was 
‘see Z appe nted nationa 
“=e Le’ sales manager ot 
the Business Equiy 
The fact that Pres-To-Line Copyholders are ment Division of 
now being used by most of the nation’s DeJur-Amseo Corp 
largest commercial and industrial organi Hi will be cor 
zations, as well as by many Gov't agencies, sarned with sales of 
is an indication of the role these amazing the Padur Stenot 
machines play in modern office efficiency ette magnetic tap 


Time and motion studies prove that Pres-To 





Line improves typing speed and efficiency iil bh ae : ae sf 
up to 50%, resulting in an average saving * sige a eee a i ere ne 
of 23% of typing costs! mein 

Hermes typewrite: n of Paillas 
PRES-TO-LINE is the only fully adjustable ‘roducts, Ine., where he was national 
copyholder in the world . . . holds flat sales manager, Formers he was will 
sheets or bulky material . . . actually earns Remington Rand, Ir 


its own cost and continues to save ofter it 


ays for itself. , 
_ Burroughs’ Plymouth Plant 











| PRES-TO-LINE CORP. OF AMERICA Establishment of the manufacturing 
1 2339 Cotner Avenue, plant at Plymouth, M perat 
: Los Angeles, California ng division and appointment of Robert 
| Please send me complete Pres-To \. Niemi as genera ae ne ne 
; Line Literature and name of local nounced by John 5. Coleman, presiden 
1 distributor of Burroughs Cory ‘Trinary responsi 
7 bh y of the 1 sion is the manu 
: cane, factur mt scons atic account ng me 
' Office Address chines and associated products, and also 
u pre 7 nstru nts and other iten 
; City for the armed services. About 4,000 per 
' 

1 State sons are employed there 





For More tnformation Circle No. 286 
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Report Outlines GBC Growth house will proceed immediately with the 


announcement ot the winner ol our 
W. N. Lane, : ap 

architectural competitior The report 
agg ent, General ontinued ‘*Overwhelming acceptance 
Binding Corp., Chi-  o¢ the new GBC Metal Loose Leaf Bind 
©a5°, a my SS ing and the complete GBC Cover Line, 
_— report u has made these products full-fledged 

customers and en embers of the GBC family he 
ployees said: —“Uur provements in our punching and binding 
factory branch pro achines has placed all eo OCOD 


oral has proved so 
eran | at a con petitive advantage lo extend 





popular with you 


that it has already ; 

W.N. Lane 11 ’ to foreign lands and guarantee proper 
expanded to ao ‘ 

: I ; explo tation of GB metho is, Wwe have 

mestie branches, as well as to SIX whol 


the benefits of American invent e geniu 


: . gilantly acquired patents ana trade 
owned foreign subsidiaries, with manu : 

. marks in some 0 countries throughout 
facturing in Switzerland, Canada, kng 





, the world besides the U..8.’’ 
land and Mexico. Our present plant, 
purchased only three years ago, has been Gilbert Technical Director 
far outgrown. We have purchased some Don J. MeLaurin was appointed tecl 
2?) acres of land fron Commonweattl! nical direetor ot Gilbert Paper { 
Edison Co., considered to be one of th Menasha, Wis., manufacturers of cottor 
finest industrial sites in the midwest content writing papers. For the past 
with ideal access to land, water and alr five years Mr. MeLaurin was chief of the 
transportation, Construction of new of Pulp & Papermaking Seetion of the In 
fices, manufacturing plant and ware stitute of Paper Chemistry Prior to 





m | right...with - 
PEGBOARD ACCOUNTING SYSTEMS 


for Accuracy—Efficiency—Ease of Operation 











. Multi-Rite is the Complete Line 
Note these Important Features: of Stock Pegboords and Stock 
: Forms for: 
1. At one writing multiple records are created Payrolls 
2. Transcribing errors are eliminated Accounts Receivable 
3. Exteme flexibility and versatility are assured—the same Accounts Payable 
Pegboard can often be used for different accounting Time Payments : 
purpose : Doctors’ System for Patients’ 
ye , ; Charges 
4. Operation is simple, learned quickly Hospital Charge Control and 
Additional Pegboards are added easily, as volume of busi many other applications. 
ness expand pwr rrr rere re eee eeeees ’ 
6. Low initial cost of installation and upkeep 1 The C. E. Sheppard Co ' 
1 44-03 21 St., Long Isiand City |, N.Y i 
Request free copy of 16-page Catalog A t Please send me without cost or 1 
1 Digation Catalog A J par i 
‘ ly interested in M Rite 4 
_ THE C. E. SHEPPARD CO. —} stems f= ! 
1 NAME ' 
LBCO” Established 1900 1 FIRM ' 
roens 44-03 Twenty-First St. ¢ Long Island City 1, N.Y. #! ADDRESS i 
1 CITY ZONE STATE ' 
Dati dies’ te ban ae i 





For More Information Circle No. 279 
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T's SHARP 


Character 













your office forms 


SHARPER, CLEANER, 
MORE PROFESSIONAL 
CANODE PREMIUM 


The finest fast-drying, black-oil base 
duplicating ink on the market! 
© Mimimum penetration 
© Minimum offset 
@ Eliminates cylinder and pad clogging 
® For open or closed cylinders in any 
climate 
@ Will not destroy stencils 
In 1-lb. and ‘/2-Ilb. cans 
Write today for name of your nearest dealer 


INK SPECIALTIES CO., INC. 


519-N. Halsted St ® Chicago 22, Ill 


For More Information Circle No. 285 


to 
_- 
t 








that, he was with Powell Kiver Co., 
Spruce Falls Power & Paper Co., and B. 
C. Pulp & Paper Ce Canadian con 


Clary Dealer Clinics 
Nine 
ings covering 175 cities in 30 states were 


held by the Clary Corp. 


sules meet 


lealer-participation 


in Septen ber to 


ntroduce and demonstrate cash register 
nd adding aching odels. The inter 
t ne | aucet iinies for ( lary 
eaiers Prot neighboring areas were 
! té t \\ = W atkins, dealer 
‘ " iver Richa Jarrett, train 
ny spe ilis nd the manager of each 
hn istrict, 


Heads N.Y. School Committee 


Leon C. Stowell, chairman of the 
board of Underwood Corp., was appoint 
ed chairman of the Office Equipment 
Group for the New York State Citizens 
(Committee tor the Public Schools, fi 
non-profit organization formed in 195] 
to help the more than 1,000 communities 
throughout the state struggling with 


critical school problems. 


o~ 


we 


* 
fs 
“A 
"y 
¢ 





Henry L. Junge (left), executive vice presi- 
dent of Underwood Corp., Irving Kahn, presi- 
dent of TelePrompTer Corp., and William F. 
Arnold (right), Underwood's marketing vice 
president, signing a contract between the 
two firms. Agreement provides for Under- 
wood's exclusive dealership of TelePrompTer's 
small, lightweight, portable prompting ap- 
paratus designed for speech-making. 
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In YOUR office . 
You Need This BALL 
POINT 
ERASER 





| The BRAND NEW - 
Waldon RoSents Gnanan NO. 38 BALL POINT ERASER 


Specially made to cleanly erase ball point writing errors 
in today’s business! 
Get acquainted immediately with this colored. Handy elliptical shape. 


new, sensational, time-saving eraser! {sk your dealer for demonstration and 


Made by the world’s foremost eraser prices NOW! 


experts, of specially-textured rubber, for WELDON ROBERTS RUBBER CO 
clean erasures of all ball-point ink and 365 Sixth Avenue, Newark 7, N. J. 
ball point lead. Attraectively — green- World’s Foremost Eraser Specialists 


For More Facts Circle No. 202 


MEI %; 5 


NOW YOU CAN CUT COSTS 
over your own dampening rolls 


with PRESEWN molleton covers 


IN 5 to 10 MINUTES ANYONE IN YOUR OFFICE 
can put on their own dampening roll 
Molleton covers. It's as easy as A-B-C 
(see illustrated steps at left). 

Send in your order today 
|) Sete fou ewes ote et or write for more 


STEP C —Tie ends and cut excess information. 
string THAT'S ALL THERE I$ TO DO! 


FOR ALL MULTILITH & DAVIDSON PRESSES 


For turther information, write: 


BI ROLL-O-GRAPHIC CORP. 


STEP C ee 
(FF 133 Prince St., New York, N. Y. 
- ~ | 


‘\ DEALERS AND DISTRIBUTORS INQUIRIES INVITED 
For More Information Circle No. 203 


‘step A © 












STEP A — Wrap 
acetate (sent with 
cover) around roller. 
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«< me NVewTric 


Jf, buy Wo let 65 
WANO’S COMPLETE LINE 


a NSOEA oct. 1-5 




















=_ Litho Tabulating Forms - 


Whether you use « Custom 
form or one of the twenty 
nine Stock tab forms, you cen 
be sure the Hano form will 
write faster, work easier, and 

ot better Hano litho 
quality answers your tab form 


problems 


Better Snap-a-Part Forms - 

For handwrites and machine 

writes, there is a Hano Snap 
a-Part for every need. Made 
with the finest Hano one-time 
carbons, @ Hano Snap-a-Part 
querantees accurate registra 
tion, fine printing and many 
features for a satisfactory time 


saving installation 





For Continuous Form Speed — 
Stop “shuffling” forms and 
carbon papers utilize =the 
speed of continuous forms plus 
the sureness of one-time car- 
bons with Hano Continuous 
Carbon Interleaved Forms 
hey give unusual flexibility to 
any billing or multiple-copy 


form typing operation 





Registers and Forms for Every 
Need — Hano Register Forms 
are better working, better look 
nq forms lithographed on 
eight standard colors of good 
register bond special pur 
pose papers also available 
Sizes, types, colored inks and 
ther special features for 


dividual requirements 









Established Dealers wanted in the 


Seuth, Seuthwost and Mid-West 





PHP 


Than Comporty 


PRINTED MANITFOLS OYETEME SINCE te8e 
Genero! and Sales Offices Worehouse ond Branch Plont 
HOLYOKE, MASSACHUSETTS MT. OLIVE, ILLINOIS 


For More Information Circle No. 282 


244 







































Machines for Dealers 


Office qu pment Co., 7940 West Y 





os Angeles 48, was announced re 
San fanchuck, vice pres 


S handling national 


sales distribution for Tippa Products 
Corp., Torpedo Sales Co., and Western 
ype writer Sales, exclusive U. ». i 

porters f Pipp: portable typewriters, 


Torpedo typewriters, both portable an: 
pocket adding ma 
chines, Multator calculators. and Mon 
tana featherweight portables. Kach 
product is being offered on an exelusive, 
protected territorial basis; none to cut 
of all 


stock of parts is being 


rate houses. Complete stocks 
models and a ful 
warehoused for immediate delivery to 


dealers 


For Thermo-Fax on West Coast 


Promotion of James ¢ Greene Jr. to 


sales supervisor for the iplicating prod 
ucts division was announced by Minne 
ota Mining & Mfg. Co. He will super 


ise the sale ot The rmo-F ax 


the west coast area, 


products ir 


Export Management Firm 


Merton F. Williams and John C. Jensen 
announced formation of Williams & Jen 
sen International, Ine., with headquarters 
at 1165 N.E. 100th St., Miami, and an 
office in the Bank of South Haven Build 
g, South Haven, Mich. The company 


will buy and sell for export, and pro 





vide export mar 





gement, engineering, 


travel and technical services 


NOMDA Offers Flood Aid 


To assist victims in northeastern flood 


stricken areas, David ¢ Silvers, presi 


lent, National Office Machine Dealers 
Assn., placed the facilities and services 
of the association on call if needed, Mr. 


Silvers apprised the Governors of Con 
necticut, New Jerse 
of the members’ w 
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an hour! 


FOLD 7500 to 12,000 LETTERS 


bd 


with the 


NEW BANGROFT Jr.‘ 


Portable 


ELECTRICALLY OPERATED, 
HAND FED FOLDING MACHINE 
Adjusts quickly | » Easy to set and operate 


to all popular 2 
folds pr 20 times faster than hand 
double, letter folding 
wallet, accordion Quiet, efficient motor 
e Low cost 


” 
Tak h 
to to” oree” ® Satisfaction guaranteed 


Portable—only | Order or write for More Details 


__ 28” x 16” x 12”! 





Dealer Inquiries Invited 


CENTRAL PRINTING MACHINERY CO. 


3622-24 W. Chicago Ave. 
CHICAGO 51, ILL. 








| 


For More Information Circle No. 301 





New CLEAN way to 
Moisten Envelopes 


MOISTIN moistener 


The new, CLEAN and 
SURE way to moisten 
envelopes, stamps, labels, 
etc JUST ROLL IT 
ON! No messy parts, no 
sponge squeezing Me- 
chanically constructed to 
flow evenly always yet 
keeps hands CLEAN and 
DRY! A must for every 
office, home or shop! 

See your Stationer or write 


New Exclusive 
“Moisture Control” 
The only moisten 
er guaranteed to 
roll an even coot 
of woter on the 
surface each and 
every time 


98c each 
MFD. BY BERNAY PRODUCTS CO. 


412 S. Wells St., Chicago 7, Ill., WAbosh 2-2636 


For More Information Circle No. 303 





| Office) monthly, printed in GERMAN 





vy SPECIAL OFFER! xx 


Two Leading German 

Office Equipment 

Journals, at reduced 
combination rate! 


**BUEROMARKT'’ (Office Market) genera! 
guide, semi monthly, printed in GERMAN $6.30 


“DAS RATIONELLE BUERO'' (The Rational! 


$9.55 


combined only $13.00 


These vita! Trade Jour- Annually 


up-to Postfree 
German — European Office 
regard to subscriptions 


contact our American 


nals keep you 

date with the 
Appliance market. In 
or advertising 
Representatives 


ATLANTIC SERVICE AGENCY 
136 Liberty St. * New York 6, N. Y. 
Tel: BArclay 7-9550 
VERLAG PETER BASTEN 


Aachen, Germany 


rates 








SPEEDLINER DUPLICATOR 


Prints from 1 to 5 colors at one time 
without ink. No muss, no fuss. Turns 
out copies quick when you need them 
Takes any size from po t cardtos 

Prints 40 to 60 copies per minute. Easy 
to use—anyone can run it. The Speed- 
liner is a sturdy compact machine that 
will give you years of service. Price only 
$74.50 pius $4.47 federal tax. 


Write for Free Information 
and Name of Nearest Dealer. 


SPEEDLINER COMPANY 
Dept. 06 
4404 N. Ravenswood Ave. Chicago 40, Ill. 
LOngbeach 1-3938 





THE 


For More Information Circle No. 302 
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“Gad! The OsHiR 1-for-All Ball Point Refill 


does write one mile!” 


e@ Makes Old Ball Pens 


Write Like New! 
Moe mile 49 





, REFILL BY FISHER 





For More information Circle No. 291 


J.A.HEINRICH 


DANKERS 
HAMBURG tt 


GERMANY (WesternZone)establ 1905 


PARTS i 
PLATENS ia 
\ ae ae 
ACCESSORIES 


fo) ame||Mo)sele-Maaleloisllal-t> 





For More Information Circle No. 292 


216 















| 





ontrolled Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $1.85 to $2.30 


Ask Your Visible Systems Supgtior 
or write to PALSON MFG. 
280 Main St., Worcester 8, } sal 


For More Information Circle No. 293 
The 
Handiest 
Gadget 










precision 
pencil 

| sharpener 

| and tape 

dispenser 


“COMBI” 








A new idea In a desk accessory 
for OFFICE or HOME. 
Any small roll of tape will fit into the base 
(up to %°' width). 
4A most practical combination for EVERY DESK—a 
antes point with a twist -y the wrist. Ask your 
$ tioner. or write to 
FRED BAUMGARTEN, Dept. X-7, 
STATION F, ATLANTA, GA. 


For More Information Circle No. 294 
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A. P. Little, Inc., will occupy this new manufacturing plant in Rochester, N. Y., early next 
year. The larger plant will allow A. P. Little to further expand and improve its line of carbon 
papers and inked ribbons with even faster service to Little dealers. 


Atvidaberg Review Victor Scholarships 


The parent company of Faeit, Ine., The Victor Foundation 
publishes the ‘‘ Atvidaberg International awards of $1,000 scholarships 
Review’’ which is handsomely printed in Peters and Marjorie Boland, 
several languages and profusely illus \ wtor er ployees. } ndowment 
trated in color. It contains interesting $500 will be given to the = s 
articles on their products and personnel winners select, President 
throughout the world, Interested pet of Vietor Adding Machine Co., 
sons Can obtain a copy of this book fron feel that our winners are 
\B Atvidabergs Industrier, Stockholm, fine young peopl 
Sweden. maturity.’’ 


Safe ... Efficient . . . Economical! 


MIM-E-O 


STENCIL & OFFSET bs we 


NEGATIVE & MASTER EASY TO FILE 


Just slip top edge up an: 
under atented MIM-.E-0 


FILES = 


The MIM-E-O Patented Spring Clip method of 
vertical 7 provides complete protection for 
Stencils (in File Wrappers), Offset Negatives, and 
Paper Composition, Aluminum and Zinc Masters— 
especially the serrated edge of Multilith Masters 
Special heavy-tension Spring Clips available for 
filing Zine Masters. 


The complete MIM-E-O line includes models to SAVE SPACE 

file Multilith #1250, #75, #80, #81, and #2066 Each hanger holds two Sten 

Negatives ant Masters; also Davidson #241, #251 cils, Negatives or Masters 

and #233. Filing capacity from 50 to 1000 units. ali ieee eeeaameaate: 
All Models of Heavy-Gauge MIM-E-O has 250 Distributors from coast to | 


eal aes ce Seana coast to help you with your Stencil or Offset filing 


Finteh: problems. Lr t 





Write Today for FREE I/lustrated Brochure! 


MIM-E-O STENCIL FILES CO, “==ueaues 


ae ht Sag Angle index tabs 

t t 1, Nega- 

1219-21 W. Chestnut St. . Giese 2. a he 
For More Information Circle No. 315 
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TYPE CLEANING MADE EASIER 


with the “Wh 


CLEANS 
fo Typewriters 
“* oi ng Machines 
© Adding Machines 
+ Addressing Plotes 
* Marking Devices, ote 
EANER 






*“NORTA THE OFIG TYPE ¢ 


somele sent * requet 


NORTA DISTRIBUTING COMPANY 
———1165 Broadway, New York 1, N. Y.—— 
For More information Circle No. 295 


COIL SPRING STOCK 


Extension and Compression 
9” and 15” Lengths 
240 different sizes 
diameters: .008” to .041” 
diameters: .050” to .275” 


Illustrated price list. on request 


ROY B. LEE 
Box 7015, Roseville Station 
Newark 7, N. 


For More Information Circle No. 296 


Burroughs 


Wire 


Coil 


@ Book KeePinc 
@ CALCULATING 
@ ACCOUNTIN 


. repaired of re- 


current prices. 





- io 
cE $60 BROAUWAY. NEW YORK 13, N.Y 
COW Since 1927 WO 4.1240 © cable Hodomach 
For More Information Circle No. 297 


PRINTERS — DEALERS — AGENTS 


Offer your customers the best in custom made 
carbon interleaved business forms and second 
sheets. Also W-2 Forms and Envelopes — Bills of 





Leading — Purchase Orders — Voucher Checks — 
Rep!li Memos — Salesmen's Contact Reports 
ready for imprinting. 


For complete information, write, wire, or phone 
139 Howell Street, Dallas. Phone F !v-rside 5816. 


Rr eS P 





BUSINESS FORMS 


For More Information Circle No. 298 


248 












Zonditioned. Write for 








Moore’s ADP Training 


ogram to bring the latest 
ot auton their 
representatives, 1s being conducted 
by Moore Business |} Ine. Under 

f Gordon E. Bower, achine 
anager, els Auto 


conducted 


ae ee ation to 
orins, 
on ¢ 
applications n isses in 
Data 
eastern «di 
Niagara Falls, N. ¥ 
which w 


onal and ¢ striet ohee sehedu e 


Processing were 
1Is10n headquarters in 
to the 


on ‘i ré 


inaugurate 


ontinue 


Area 


northeast 
” president, Facit, Ine., 
the 


calculators, 


who offered to loan, free of 
ol Facit 
achines and Halda type 


yrtunate 


charge 
npany’s line 
Odhner adding n 
writers to unfe businessmen in 

ihe flooded 
; 


lustmes as wel 


area Small retailers and Bil 


as professional business 
te.), who suf 
of the 
ven prior consideration. 
dealers in the 


of the n 


men (auditors, engineers, ¢ 


fered direct losses as a result 
flood 
Facit 


tribution 


are to be gi 


area will handle dis 


achines. 





Betty Arnett and George W. Oliver, 


trea- 
surer and president, respectively, of Thomas 
Collators Inc., look on as William A. Mc- 
Cowatt, joint managing director of Tondelier 
Fréres, Brussels, Beigium, signs contract grant- 
ing exclusive license for the manufacture and 
distribution of Thomas Collators throughout 
Western Europe and North Africa. 
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me aa Learn all the basic principles of forms 
Ih, e design and construction. Just published, 
ice illustrated with nearly 100 charts, examples 
; , and pictures, the Manual of Business Forms 
: Se points out the many different varieties 
of forms available for use in business 


MAN UAL ‘@) = t and industrial management. 


For the first time, all the tremendous 


| number of available forms constructions 
R U S | N ESS are described in a manner which allows 


the reader to select the best type for a 


particular business system. Time studies 
bE O RMS l of forms processing operations are reduced 
i) to efficiency factor figures in easy-to-read 

charts which pinpoint the basic advantages 
and disadvantages of each type of 
; construction, In addition, there are chapters 
How to Design and Use the . on carbon paper, tags, envelopes and 

Tremendous Number of paper. Other chapters thoroughly cover 


. duplicated forms, checks, pegboard forms, 

Forms Constructions autographic registers, stock forms, manifold 

Available Today books, and many others. 
The Manual includes many pages of 
informative advertising, providing a wide 
range of sources for the reader to use 
in selecting forms manufacturers and 
suppliers. $2 postpaid in U.S.A. 














ffice publications company 


232 madison avenue, new york 16 
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NEW! Bantam Model 
EXACT-PHOTE-COPY 


— tn DRY 

~ Process Unit 
Gives you DRY 
photo copies in 
your own office 
or plant in sec 
onds 


‘Light Weight Portable $995, 


low priced at only 









100°% portable. Weighs only 28 Ibs. 


—— ONE UNIT DOES EVERYTHING 
and does it automatically! 

e No darkroom e Simple to operate 

e No fumes © Get 60 to 90 copies 
e No washing per hour 

e No fixing e 9 wide x any length 
e No drying e |-side or 2-sides 
MADE IN USA. LIFETIME GUARANTEE 


Visit us at Business Show Booth No. 222 


GENERAL PHOTO PRODUCTS CO., INC. 


15 Summit Ave., Chatham, New Jersey 
ecializing in the manufacture of dry and 





y 


nt & § 
ent & supplie 








For More tnformation Circle No. 191 


TYPEWRITERS 
ALL MAKES 


224 4 
- (_@ [3 wns 


\ 
= 
whe 
(v 
= 


REGALRITE BRAND 
RIBBONS AND CARBONS 


e 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


. 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST... NEW YORK 13, Ny 


For More Information Circle No. 192 








Reminding You... 





























SIGNALS 
and MAPTACKS 


SEE YOUR OFFICE SUPPLY DEALER 


George B. Graff Co, Cambridge 40, Mass 





For More Information Circle No. 193 


























PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck Outlook"’ Envelopes are absolutely 
opaque, essential when wages are paid by check 
Nothing shows but the employee's name. This im 
proves personnel relations 

Send us check you now use and we will submit 
sample Paycheck ‘‘Outlook’’ Envelope and prices 
based on your estimated yearly requirements. 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 


W. Washington Blvd. Chicago 7 


For More Information Circle No. 194 
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Ss 


n Chiecage 


onal Assn, 


Manufae 
ected Bruce 
we presi 


the “us 


ion. Mr. 


president 


Bruce Adams Mfg. C 


Burroughs to Acquire Had!ey 


announced its inten 
Charles R. Hadley Co. of 


which is engaged 


Burroughs Corp, 
tion to acquire 


Los Angeles, 
pally in 


prine! 
standard forms. Sur 


79,400 


printing 
roughs will shares of 


their CO 


t xchange 
nmon capital stock for all out 


Hadley stock. 


standing 


Royal MeBee Appointments 


Philip M. 
Bee Corp., 
of John C. Kern as marketing 
mannuger Tor the MeBee Div 
Charles FEF. Met 


nager of 


Roval Me 
apporntmer t 


Zenner, 


announced § the 


president, 


research 
ision. Pre 
viously ‘andless was 
research 
Donald 


appointed marketing re 


named mi marketing 
for the overall corporation, and 
W. Morison was 
search manager for Royal Type 

Fr. P. Ryan, executive vice president, 
Royal McBee Corp., 
pointment of Russell 


technical divisic 


writer Co, 


announced the ap 
Rankin, 
supervisor 
of th 


formerly 

of MeBee 

formed 

systems and procedures department ot 

Royal MeBee Corp. Mr. Rankin has beer 

associated with McBee since 1946 on the 
| staff. 


newly 


Friden Factory Manager 


Rov CC, Renholts was named factory 
Machine 
Friden for 
the past ten vears, Mr. Renholts succeeds 


manager of Friden Caleulating 


Co. Production manager of 
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To FIND FACTS FASTER with 
the NEW, MORE EFFICIENT 
Edge Punched Card Structures 


At Less COST 
Less CODING 
Less GROOVING 
Less SORTING 
Less HANDLING 





MANUFACTURING © BUSINESS 
SCIENCE « EDUCATION 
ALL CAN SAVE MONEY — SAVE 
TIME — SAVE EFFORT WITH AN 
E.Z SORT SYSTEM. 





sPotetetates * Soto e PEPER 


pea na eeeor fs fats §, 








DEPT. 4 
45 SECOND STREET 
SAN FRANCISCO 5 
CALIFORNIA 








SOLE MANUFACTURERS OF E-Z SORT SYSTEMS 


THE MOST EFFICIENT MARGINALLY PUNCHED CARDS. 
For More Information Circle No. 277 











THIS TRADE MARK STANDS FOR 


) 


vectston 


SPECIALIZING IN 
Cutting and Edging 
Typewriter Ribbon Fabrics 


7 
olton 


and Sith 
Tylon _ 


WIDTHS ACCURATE 
ALL WORK 
GUARANTEED 


Prompt Service 


TEXTILE CUTTING CORP. 


178 FIFTH AVENUE 
HAWTHORNE, N. J. 








For More Information Circle No. 269 


Quad-Cities OMDA 
The Mississippi Valles 


organize 


‘ad In 
Davenport, Rock Is 
East Moline. 
Martin, Rock Island, 
Thiessen, Kewanee, vice 
Frank Harder, Moline, 
surer. Harold Mann, execu 
National Office Machine 


Officers 


at the Organiza 


Oxford Buys Imperial 


Oxford Filing Supply Co. announced 


the purchase of Imperial Methods 
Forest Park, Til. R. A. Jonas, Jr., presi 
dent of Oxford, stated that Imperial wil 
eontinue to manufacture and sell its es 
tablished line of file folders, index ecards 
and guides under the 48-vear-old Imperial] 
trade name. For convenience of Oxford 
dealers in the Chieago area, stocks of 
Oxford merchandise will be warehoused 
st Park. All manufacturing opera 
| continue as usual at Oxford’s 


tv and St. Louis plants. 


Royal District Managers 
WwW. W 


typewriter and 


Pennels, sales manager, offices 

supplies department, 

Roval Typewriter Co., announced that \. 

Durstin Dodge, formerly district mana 

ger at Albany, has been advanced t 

manager of the Rochester office. Fred M 

Miller, who had temporarily been direct 
les activities } the east, was 

named district Albany 

Charles L. Toms, 

sentat eto 

tric, was appoint 

the Toledo brane} 

merly typewriter salesms 

was named district manag 


Me. 
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Kalor Klip 


RING BOOK LABEL HOLDERS 


GUE YOu 


_ 3b 


DIFFERENT COLOR 
INDEXING CODES 


Fit all ring books. Made of finest plastic and 
uaranteed for years of use. Six different color 
rames are available with an assortment of color 
or white inserts. Write for literature and prices 


PERMA PRODUCTS CO. 
Box 625, Detroit 6, Michigan 
For More Information Circle No. 287 


e FOR QUICK 
SALES 
» — BIG 
PROFITS 


UNDER-COUNTER 


DL \\ f unre DRAWERS 


4 MODELS MEET 
ALL NEEDS 


Model R-1 (illus 
Has removable 
metal money 
tray with lock 
on lid 


List $44.50 
3 additional 
models $26.50 
and up 
NO STOCK TO CARRY. 24 HOUR SHIPMENTS 
FULL DEALER DISCOUNT. NO COMPARABLE 
PRODUCT AVAILABLE. 
A high quolity product of Indiana hardwoods 
smooth finish inside and out. Quiet roller mechanism 

warning gong rings when drawer opens. High 
grade disc tumbler lock 

Write for Details 


INDIANA CASH DRAWER CO, 
P.O. Box 236-B © Shelbyville, Ind. 
For More Information Circle No. 288 
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Reo 





Don’t drop 
that screw! / 


Hold it with an 
H.J.J. Screw- 
holding Driver 


Sizes to 
handle 
from 70 
to #14” 
screws 


THE H.J.J. CO.. 
268 Marlow Drive 
OAKLAND 5, CALIF. 


For More Information Circle No. 289 


AUTOCOPY _—~S 


Cleansing Cream 
Hectograph, mimeo and duplli 
cator ink stains removed in 30 
seconds! Pleasant, effec 
tive! Kind to hands; won't 
injure nail polish. Avail 
able in 6 o2. tubes, '/) |b 
jars, | Ib. cans or jars 
Dealers write for com 
plete catalog! 


INCORPORATED 


Chicago 43, Illinois 
New York 1, N. Y. 


, 1a 





AUTOCOPY, 


12150 South Peoria St., 
150 West 26th Street, 


SAMPLE of AUTOCOPY CLEANSING 
CREAM will be sent to you FREE 
OF CHARGE—Just fill out Infor- 
mation below: 


Name of Company 








Address 
City & State: 
Name & Title 














For More Information Circle No. 290 





Advertise 
to 


R | 


for 
office equipment 


and supplies 


During 1954 calculating machines 

valued at $743,388 (FOB plant) 

were exported to France from 

the USA. $94,762 of metal office 

furniture went to Saudi Arabia and Aw 

98,636 boxes of carbon paper left for the Philip- 

pines. France, Saudi Arabia and the Philippines 

are but three of the 75 countries and regions listed 

below where every autumn OFFICE EQUIPMENT EXPORTER is enthusias 
tically received and acted upon by all office equipment importers, dealers and 
specialists. These countries buy both high and low priced items. 


Afghanistan 
Alaska 
Algiers 
Arabia 
Australia 
Austria 
Beigium 
Beigian Congo 
British East 
Africa 
British Guiana 
British Honduras 
Burma 


Canada 
Ceylon 
Cyprus 
Denmark 


French Guiana 
French Africa 
Germany 
Gibraittar 


F 


r 


Great Britain 
Northern treiand 
Greece 

Haiti 

Hawaii 

Hong Kong 
iceland 
india 
indonesia 
iran 

iraq 

ireland 
israel 


More Inform 


Italy 

Japan 
Kenya 
Lebanor 
Liberia 
Luxembourg 
Libya 
Madagascar 
Madeira 
Malaysia 
Malta 
Morocco 
Nepal 


Island 


Netherlands 
Netherland 
Indies 
New Zealand 
North Rhodesia 
Norway 
Pakistan 
Philippines 
Portuguese Africa 
Puerto Rico 
Siam 
South Sea Islands 
Southern Rhodesia 


West 


Sudar 
Surinam 
Sweden 
Switzerland 
Syria 
Tanganyika 
Tunisia 
Turkey 
Union of Sout! 
Africa 
Viet Nam 
West indies 
Yugoslavia 


232 Madison Avenue, New York 16 


ition Circle 


No 


198 


Tue Orrtic 
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/ 4g 





For Milwaukee on West Coast 


0 PROBLEMS 


- Quieting the office. 
. Better hearing—noisy places. 


HUSH-A-PHONE 
Model for all types 


of phones and dic 
tating machines 


I 
2 
3 


Write for Literature 


HUSH-A-PHONE 
65 Madison Ave. 
Room 710 
New York 16 





For More Information Circle No. 274 





For Your Annual 


PASH ROLLER CHANGE 


= \ Insist on a 


“Futuristic” 
= : 5-Star Platen 
Z ae : 

a ye Baten — bes! Results 
tAanufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 











For More Information Circle No. 275 


</f/o 


MANUFACTURERS OF DURALUMINUM 


HN, MM HOLDERS wanes 


MFG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE. 
For More Information Circle No. 276 


CASH REGISTER 


PARTS 


HIGHEST 
QUALITY 
PRODUCTS 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST... MT. PROSPECT, ILL 


For More Information Circle N: 





° AID VIER TUS IRS » 





Acco Products ne 

Acme Adding Machine Service & Sales Corr 
Addo Machine Co 4) 
Adlerwerke vorm. Heinrich Kieyer A. G 

Allen Business Machines, Inc., R. C 30 
Alliance Rubber Co 

Allied Carbon & Ribbon Mfg. Corp 
Alma Office Machines Corp 
American Automatic Typewriter Co 
American Lithofold Corp 

American Pencil Co 

American Photocopy Equipment Co 
American Stencil Mfg. Co 

Ames Supply Co 

Arnot-Jamestown Division 

Arrow Fastener Co 

Associated Industrial Designers 
Atlas Stencil Files Corp 

Autocopy, In 


Facing 34 


Bankers Box Co 
Basten, Peter 

Bates Mfg. Co 
Baumgarten, Fred 
Bernay Products Co 
Bohn Duplicator Corp 
Borroughs Mfg. Co 
Bruning Co. Charles 
Bud Type Cleaner Co 
Bunn Co., 8B. H 
Burroughs Corp 


Carteret Printing Co 
Central Printing Machinery Co 


Charnstrom Co 
Chart-Pak, Inc 
Cheshire Mailing Machines 
Clark, Inc., Keith 
Clar-O-Type Co 

Clary Corp 

Cole Steel Equipment Co 
Collamatic Corp 
Collins-Benton Co 
Columbia Ribbon & Carbon Mfg. Co 
Comptometer Dictation Division 
Consolidated Business Systems 
Copease Corp 

Copy Craft. Inc 

Corbin Wood Products 
Cotterman, | 

Coxhead Corp., Ralph C 
Cummins-Chicago Corp 


WwW. A 


Inc 


inc 


Div 


Dankers, J. A. Heinrich 
Dashew Business Machines Irc 
Davidson Corp 

Denominator Co 

Dewberry Engraving Co 

Dick Ce.. be 8 

Dictaphone Corp 
Dieh!, G.m.b.H., Heir 
Ditto, Inc 

Dixon Crucible Co 
Dorson Corp 
Dreusicke & Co 
Dupli-Typer Co 


rich 
Joseph 


K. GS. Wilhelm 


Eagle Pencil Co 
Eastern Cor, 


12 
195 
197 
228 
104 

15 


18! 


Inner Back Cover 


29 
234 
222 
173 


208 
25 


Eastman Kodak Co 
Elbe File & Binder Co 
Emeralite Co., Inc 
Esleeck Mfg. Co 

Evans Specialty Co 
Everest Office Machines 
E-Z Sort Systems, Ltd 


Faber-Caste!! Pencil 
Faber Pencil Co 
Facit, Inc 

Felt & Tarrant Mfg. Co 
F motype 

Fisher Pen Co 

Forbes Mfg. Co 

Force & Co. Wm. A 
Frigidaire Div., Genera 
Frumkin, Michael 


Co 
Eberh 


Motors Corp 


Gates Associates 
General Binding Corp 
General Photo Products 
Gilbert Paper Co 
Graff Co., George B 
Graphic Systems 
Gringo Mfg. Co 
Groveton Paners Co 


Haloid Co 
Hammermil! Paper Co 
Hano Co., Philip 
Harding Co., Milo 
Hermetite Corp 
Heyer Corp 

Hill, Inc., R. O. H 

H. J. J. Co 
Hush-A-Phone Corp 


Indiana Cash Drawer Co 

Industrial Shredder & Cutter Co 

Infra Electronic Corp 

Ink Specialties Co 

inserting & Mailing Machine Co 
Insert-O-Matic Corp 

Inter-Continental Trading Corp 
International Cash Register & Parts Co 
International Office Appliances Inc 
Invincible Metal Furniture Co 


Johnston Adding Machine Co 


Kee-Lox Mfg. Co 


Kelly Office Service, Russe 


Lansdale Products Corp 

Lee Products Co 

Lee, Roy 

Letterex Corp 

Litho Engineering & Research 
Little, Inc.. A. P 

Ludwig, Inc., F. G 
Lundstrem Laboratories 


Recording Indust 
Inc 


Magnetic 
Manpower 
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Marchant Calculators, Inc 
Martin-Yale, Inc 

Mattson & Associates, Gordon L 
Meilink Steel Safe Co 

Mendes Corp., J. Curry 

Metal Specialties, Inc 
Metropolitan Typewriter Co 
Michael Lith, Inc 

Millers Falls Paper Co 
Milwaukee Metal Furniture Co 
Mim-E-O Stencil Files Co 
Minnesota Mining & Mfg. Co 38 
Mittag & Voiger, Inc 

Modern Business Forms Mfg. Co 

Moore Business Forms, Inc 

Moore, Inc., P. O 


Facing 114, 


148, 


20, 21 
230 


National Blank Book Co 215 
National Business Show 56 
National Cash Register Co 211 
Neenah Paper Co 237 
Nippo Machine Industry Co., Ltd 2 
Norta Distributing Co 

Nu-Arc Co 


Offic2 Products, Inc 
Office Publications Co 
Old Town Corp 
Olivetti Corp. of America 35 
Outlook Envelope Co 

Ozalid, Div. of General Aniline & Film Corp 


249, 


Palson Mfg. Co 

Parsons Paper Co 

Paterson Parchment Paper Co 
Peerless Imperial Co 
Perma Products Co 
Phillips Process Co 
Phctostat Corp 
Pitney-Bowes, Inc 
Planoramics 

Plastic Binding Corp 
Plus Computing Machines 
Plymouth Rubber Co 
Polychrome Corp 
Precision Mfg. Co 
Pres-To-Line Corp. of America 
Print-O-Matic Co 


Inc 


Rapid Roller Co 

Record Files, Inc 

Rega! Typewriter Co 

Regna Cash Registers Inc 
Remington Rand 
Rex-O-Graph, Inc 
Rex-Rotary Distributing Corp 
Rite-Line Corp 

Rittenhouse Paper Co 
Roberts Rubber Co., Weldon 
Robotyper Corp 

Rogersnap Business Forms 
Roll-A-Liner Co 

Roller Press 

Roll-O-Graphic Corp 

Rose Ribbon & Carbon Mfg. Co 
Royal Typewriter Co 


Saunders Mfg. Co 

Scribe Corp 

Sengbusch Self-Closing Inkstand Co 
Shaw-Walker Co 

Sheppard Co., C. E 
Shipman-Ward Mfg. Co 
Shredmasier Corp 

Smead Mfg. Co 

Smith, Inc., Charles C 
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Smith-Corona, Inc 
Speediiner Co 
Speed-Spacer Co 
Standard Duplicating Machines Corp 
Statikil Div. J. E, Doyle Co 
Stenafax 

Sten-C-Labi, Inc 

Storms Co.. H. M 

Swift Business Machines Corp 


Tab Products Co 

Tauber Plastics, Inc 

Textile Cutting Corp 

Thomas Collators, Inc 

Tiffany Stand Co 

Times Facsimile Corp 

Traveletter Corp 

Typewriter Mart of U.S. A., !nc 


Underwood Corp Outer Back Cover 
Universal Color Slides Co 


U. S. Microfilm Co 


Veeder-Root, Inc 

Victor Adding Machine Co 
Visirecord, Inc 
Visi-Shelf File, 
Vogel-Peterson 
Vue-Fax Corp 


Facing | 
Inc 


Co 


Wale Floating Nozzles 

Wassell Organization 

Wausau Paper Mills Co 

Weber Addressing Machine Co 
Webster Co 2 

Weston Co 
Worden Co 


Byron 


Inner Front Cover 


245 
22! 
143 
220 
144 
178 


6! 
107 


26 
212 
252 
165 
40 
144 
68 





Reader Inquiry Card 


For the convenience of 
readers and to expedite re- 
plies, a Reader Inquiry Card 
is now inserted in each issue 
of THE OFFICE. This card 
may be used to obtain the de- 
sired information or literature 
on any of the products or 
systems mentioned in THE 
OFFICE. 

Just circle the number found 
below the advertisement or 
description in which you are 
interested and drop the reply 
card in the mail. No postage 
is required. You may circle 
as many numbers as you de- 
sire on each card. 
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Here is the simplest, most economical way to make copies of anything you use in your busi- 
ness, club, institution or group: Sales Letters, Bulletins, Postcards, Menus, School Tests, 
Maps, Music Scores, Graphs, Reports, Statements, or anyone of hundreds of other forms. 


USE 


The Low Cost DITTO D-10 makes copies of anything you can type, write, trace or draw, in 
one to five colors at once, at a speed of up to 120 bright clear copies per minute. Takes 
any standard size or weight paper or card stock. Makes 10 copies for less than a penny! 


R Write for illustrated folder of models 
to fit your exact need as wellas samples 
of actual § color copies madeona Ditto 


DITTO, INC. 666 South Oakley Bivd. © Chicago, Illinois 
iN CANADA: DITTO of Canada LTD., Toronto, Ont 
IN GREAT BRITAIN: DITTO (Britain) LTD., London, England 


Gentlemen: At no cost or obligation to me, please send 
| Folder of Models and Samples of Copies Ditto makes Arrange a Free Demonstration 
Complete information on new Ditto Chemograph process Free Office Trial 
Name 
Company or Group 
Address 


City County State 


eteeeeeeeeeeeeeeeeeee eee 
eeeeeeeeeeeeeeeeee eee 


For More information Circie No. 165 


EASIEST TO OPERATE 
OF THEM ALL! 


You simply write, type, trace or 
draw on the DITTO Masterset 
(no special tools needed). 


Slip Masterset onto the drum of 
your DITTO Liquid Duplicator. 


Turn handle and out comes up 
to 300 or more bright clear 
copies. 


ASK ABOUT } 


DITTO'S newest advance 
in duplicating, develeped to 
meet special copy needs 





5-DAY TRIAL! 
High-speed, simple ten-key operation 


People in your business who've Call your Underwood Sundstrand 


been using adding machines for representative or write to Under- 
years tell us they’re amazed by wood Corporation, Dept. D-16, 
the Underwood Sundstrand. It’s One Park Ave., New York 16, 
the fastest, easiest machine they N. Y., for a five-day FREE trial. 
have ever used. And tests proveit’s Use it in your own office on yout 
the most dependable. But you be own work with your own opera- 
the judge! tor. There’s no cost or obligation. 


For More information Circie No. 175 





